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• Immediate Supervisor - or any member of Management
• Human Resources Employee Relations Department, (904) 791-8169
• Legal Affairs Division, (904) 791-8720
• Compliance Office, (904)791-8744
• Compass Program™ Helpline, 1(800) 333-9797, Extn. 6300
(Jacksonville employees dial 6300 from inter-office phones or dial 791-6300 from outside lines)

© Blue Cross and Blue Shield of Florida, lnc.,1994
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A MlESSAGlE lFROM flHilE IPRlESRDlENf AND ClHIRlElF lEXlECUfliVlE OlFlFKClER
Dear Fellow Employees:
I am pleased to share with you this booklet on Blue Cross and Blue Shield of Florida's Compass
Program™. This program focuses on business conduct and ethics-in other words, the way we do
business. We call it the "Compass Program™ " because it is a navigational tool we can use to apply and
maintain the highest standards of ethical conduct in our business practices.
BCBSF is committed to applying the values of honesty, integrity and fairness in all business
operations. And the implementation of the Compass Program™ is proof of our commitment. The
program is designed to educate all of us on the legal and ethical rules of accepted business practices,
raise our awareness of questionable conduct, and provide us with ways to report suspected ethics
violations. Through the Compass Program™ , you will gain the knowledge you need to make informed,
fair business decisions entrusted to you by the company.
Everyone has a responsibility to uphold our core values of honesty, integrity and fairness and to
apply them to their everyday work activities and responsibilities. When uncertain about the ethics of a
business decision, use the information in this booklet to guide you through the decision-making process.
Our obligation to comply with the Compass Program™ doesn't end with our individual business
activities. We have an equal responsibility to report any activities we believe to be unethical or counter
to our values. Without diligent application of our business values, we could find ourselves or the
company at risk for legal consequences.
We established several resources to help you raise concerns or report possible violations of our
business conduct policies. You may speak to your immediate supervisor, or members of the Human
Resources Employee Relations Department, the Legal Affairs Division, or the Corporate Compliance
Office. A special telephone Helpline has also been created for employees to report violations. You can
access the Helpline by calling (904)791-6300 or 1 (800)333-9797, ext. 6300.
Please review, as I have, the Compass Program™ booklet and sign the tear-out certification form in
the back. If you have any questions about the Compass Program™, please speak with your supervisor
or contact any other resources listed in this booklet.
Thank you for supporting the Compass Program™. Our company's continued success, and our
futures, depend on your commitment and diligence.
Sincerely yours,
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William E. Flaherty
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Unfortunately such a program is subject to abuse. From time to time, in the name of "ethics,"
an employee may attempt to harm or slander another employee through false accusations, malicious
rumors or other irresponsible actions. Such attempts, if proven, will be subject to discipline.
Again, from time to time, an employee who exercises responsibility for upholding the standards
in the Compass Program™ may be threatened with reprisal by other employees including
management. Such reprisal is not only against company policy but, in some instances, is also a
violation of the law. Reprisal, if proven, will be subject to commensurate discipline.
E. SUBSIDIARIES
The Compass Program™ shall apply to all BCBSF subsidiaries.
F.

POLITICAL ACTION COMMITTEES
The Compass Program™ shall apply to all BCBSF political action committees.
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To help you become familiar with our business conduct policies and procedures, summaries of key
sections are presented on the following four pages. While these summaries are intended to help you
find the answers to your business conduct questions, do not rely solely on these summaries to answer
your questions. Be sure to read carefully the full text of the relevant pages for complete answers to any
questions or concerns you may have.
A. INT RODUCTION - This section explains why we have business conduct policies and procedures
and how they should be applied.
See
•

1-4

Purpose -The purpose of the Compass™ booklet is to clearly state the legal and ethical rules
which affect company activities for employees, officers, and directors so that we will
understand and apply them in our business dealings.
See oaae.................................................................................................................................... 1

•

•

General Business Conduct -All company directors, officers, and employees must conduct
business morally, ethically and in compliance with all applicable laws.

1. To work with BCBSF's auditors, legal counsel and the Compliance Office to ensure that the
company complies with its Compass Program™ and related laws, regulations and policies.
2. To receive suggestions from directors and officers for updating the company's Compass
Program™ and related company policies, to forward such suggestions as appropriate to the
Compliance Office, and to ensure that the Compass Program™ is efficient and effective.

Management and Individual Responsibility -Supervisors are responsible for making sure
that employees under their supervision are aware of and comply with the Compass Program™.
Each employee also is personally responsible for following the policies included in the program
and seeking help when needed to avoid unethical or illegal business conduct.

4. At least annually, meet with the Compliance Officer with respect to the
Compass Program™ generally, including:

Interpretation - If you have a question about the Compass
that is, how it should
be interpreted or applied, it is your responsibility to contact your supervisor, the Legal Affairs
Division, the Human Resources Employee Relations Department, the Compliance Office, or call
the Helpline at (904)791 -6300 or 1 (800)333-9797 ext. 6300 for guidance.

•
•

Program™,

2

Reporting Violations -We are all responsible not only for complying with the business
conduct policies included in the Compass™ booklet, but also for reporting any activity which
we in good faith believe may be a violation of them. Reporting violations is required, and failure
to report a known or suspected violation can itself be a cause for discipline. To report
violations, contact your supervisor, the Legal Affairs Division, the Human Resources Employee
Relations Departme(lt, the Compliance Office or call the employee helpline.
See

•

BCBSF's Board of Directors shall create and maintain a Business Conduct and Ethical Standards
Compliance Committee of the Board of Directors (the "Compliance Committee"), composed of
outside directors, which is to handle compliance matters. The responsibilities of this Committee are:

3. To review and suggest to the Compliance Office any necessary improvements in the
standards of conduct set forth in the Compass Program™ booklet and related company
policies.

See
•

C. ROLE OF THE BUSINESS CONDUCT AND ETHICAL STANDARDS
COMPLIANCE COMMITTEE OF THE BOARD OF DIRECTORS

See oaae.................................................................................................................................... 2

See oaae.................................................................................................................................... 2
•

Disciplinary action will be taken in accordance with the procedures required by BCBSF's
Corrective Action - Employee Behavioral Problem Policy and Procedure, Human Resources Policy
No. 4.2, and BCBSF's Termination Policy, Human Resources Policy No. 2.9, in the BCBSF Human
Resources Policies and Procedures Manual.

3

Disciplinary Action -Violation of any of these policies, failure to report a violation, retaliation
against an employee who reports a violation, or a supervisor's failure to assure that employees
under his or her supervision comply with the Compass Program™ may result in disciplinary action.
See oaae.................................................................................................................................... 4

•
•
•
•

The distribution of the Compass Program™ booklet to all BCBSF
employees;
The signing of acknowledgments by employees stating that they
have received and reviewed the Compass Program™ booklet,
taken part in the Compass Program™ education and intend to
comply with their requirements;
The training sessions held on the Compass Program™ and
relevant related policies;
The reporting of suspected violations by employees;
Investigations of suspected violations; and
Disciplinary actions taken against employees for violations of the Compass Program™.

5. At least annually, to report to the Board of Directors with respect to the Committee's
meeting(s) with the Compliance Officer and with respect to the Compass Program™
generally.

I

™

D. PROPER USE OF THE COMPASS P ROGRAM

An important aim of the Compass Program™ is to provide guidance to all employees on matters
of ethics and business conduct. The Compliance Office is available to answer questions, give
advice, address concerns and investigate allegations related to the meaning and application of the
Compass Program™.

3(
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Human Resources Employee Relations Department who receive such reports of suspected
Program violations involving employee fraud, improper payment or receipt of money or
items of value, or antitrust or environmental law3 must promptly report the information to
the Compliance Office. Employees shall not be subject to any reprisal for a good faith
report of a suspected violation of the Compass Program™, related laws, regulations or
policies; reporting employees, absent compelling circumstances, will not be granted any
immunity for their participation in any violation. A reporting employee may be subject to
disciplinary action for his or her participation in a violation.
(c) The Compliance Office is responsible for a periodic review of all reports received by the
Human Resources Division of suspected violations of the Compass Program™ or related
laws, regulations and policies. The Compliance Office will institute investigations of
suspected violations when the Compliance Officer deems such investigations to be
appropriate. The Legal Affairs Division, Internal Audit Division and the Special
Investigations Unit will provide support to the Compliance Office for such investigations as
needed. The Compliance Office, the Legal Affairs Division and supporting staff may access
employee personnel files and other confidential information that pertains directly to a
pending investigation.
(d) The Compliance Office will establish and publicize the Compass Program™ Helpline that
permits reports of violations of the Program. This system should also be available to
answer questions regarding the Compass Program™.
5.

BCBSF will document all reasons behind disciplinary actions taken against its employees for
violations of the Compass Program™ (and related laws, regulations and policies). The supervisor
and the Human Resources Division will ensure that such documentation is included in the
individuals' personnel files, consistent with the procedures required by BCBSF's Corrective Action Employee Behavioral Problem Policy and Procedure, Human Resources Policy No. 4.2, and
BCBSF's Termination Policy, Human Resources Policy No. 2.9, in the BCBSF Human Resources
Policies and Procedures Manual.

business.

See pages.............................................................................................................................. 4-9
•

(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
(I)
3

The nature of the violation and the ramifications of the violation to BCBSF and its clients;
Whether the individual was directly or indirectly involved in the violation;
Whether the violation was willful or unintentional;
Whether the violation represented an isolated occurrence or a pattern of conduct;
Whether the individual in question reported the violation;
Whether the individual withheld relevant or material information concerning the violation;
The degree to which the individual cooperated with the investigation;
If the violation consisted of the failure to supervise another individual who violated the
Compass Program™ (or related laws, regulations and policies), the extent to which the
circumstances reflect inadequate supervision or lack of due diligence;
If the violation consisted of retaliation against another individual for reporting a violation or
cooperating with an investigation, the nature of such retaliation;
The disciplinary action previously imposed for similar violations;
The individual's past violations; and
Any other facts which are reasonably relevant to the violation.

Violations of the Asbestos Management Prog ram must be reported to the BCBSF Occupational Hazards Specialist. The
BCBSF Occupational Hazards Specialist m ust report all such violations to the Compliance Office.

Conflicts of Interest -We must avoid situations where our personal interests could conflict or
appear to conflict with the interests of the company. A conflict of interest occurs whenever we
permit the prospect of personal gain to improperly influence our business judgment.
See oaae.................................................................................................................................... 4

•

Use of Company Funds and Assets -We should use company property only for business
purposes, and only to benefit the company.
See

•

.......................... 5

Proper Accounting -We must ensure that company payments and transactions are properly
authorized by management and accurately and completely recorded in company records in
keeping with company policy and accepted accounting practices.
See

•

6

Safeguarding Information Gained as an Employee of BCBSF -We must use company
information only for business purposes. We all are responsible for protecting this kind of
information from inappropriate disclosure to those outside the company. It is especially
important for us to safeguard medical information about BCBSF insureds and employees.
Special laws protect the confidentiality of this type of information.
See oaae.................................................................................................................................... 6

•

In determining the appropriate disciplinary action to impose for a violation of the Compass
Program™ (or related laws, regulations and policies), the following factors will be taken into
account:

�
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DISCIPLINARY ACTIONS

B. POLICIES GOVERNING PROTECTION AND USE OF COMPANY ASSETS AND
INFORMATION -Everything which belongs to the company should be used only for company

Self-dealing -We are prohibited from using information gained through our employment at
BCBSF for our own benefit.
See oaae.................................................................................................................................... 8

C. POLICIES GOVERNING BUSINESS RELATIONSHIPS AND TRANSACTIONS - Laws,

regulations, and policies govern how we conduct the company's business, that is, how we relate to
the company's customers, the public, government officials, business associates and competitors.
See pages............................................................................................................................ 9-20
•

Receipt of Gifts, Gratuities or Favors, Including Entertainment -We should not accept gifts,
entertainment, favors, or other items of value from anyone outside the company whose
motivation is to receive some special treatment in exchange for them. Because it may be
difficult to determine whether the giver's motivation is improper, it is best to refuse gifts offered
to us by those outside the company.
See

9

•

Use of Bribes, Kickbacks, Gifts or Gratuities, Including Entertainment, in Business Dealings
-We market our company's products on the basis of price, quality and service. We should
not use gifts, bribes or entertainment to improperly influence our customers or anyone with
whom we deal.
See µa1.1c; .....

•

10

3.

The Compliance Office, in coordination with legal counsel, the Human Resources Division and
management, is responsible for overseeing and coordinating all training of employees to comply
with the Compass Program™. Training procedures shall, at a minimum, consist of the following:
(a) All employees will receive, review and sign, within 1 4 days of their employment with
BCBSF, an acknowledgment stating that they have received and reviewed the Compass
Prag ramrM booklet.
(b) Each supervisor will ensure that employees under his or her supervision receive training in
the Compass Program™ and relevant related policies as needed. The Compliance Office,
along with legal counsel, the Human Resources Division and Management, may assist in
the preparation and presentation of these training sessions.
(c) The Compliance Office is responsible for instituting procedures for documenting attendance
of employees at training sessions and retaining such records for five years. Management is
responsible for complying with such procedures.
(d) Educational materials specifically prepared to implement the Compass Program™ will be
reviewed at each training session.

Gratuities and Government Employees -We must faithfully abide by laws which regulate our
dealings with government officials. Strict laws impose gift limitations and reporting
requirements on gifts to federal, state and local officials. If we deal with government
employees, we are responsible for knowing these limitations and properly reporting any
expenditures.
See paae.................................................................................................................................. 1 0

•

Kickbacks and Rebates - Neither we nor our families should receive personal kickbacks or
rebates from the company's customers.
See paae.................................................................................................................................. 1 3

•

Contracts - Only company officers are authorized to sign contracts on behalf of the company.
All contracts must be reviewed, in advance of signing, by our Legal Affairs Division.
See paae.................................................................................................................................. 1 3

•

Travel and Business Related Expenses -We must promptly record business expenses which
we incur completely and accurately on expense reports. Entertainment, meals and travel
expenses which we report on expense reports must have a business purpose, and not be lavish
or extravagant. Most entertainment and meals for people outside the company cannot be
charged to government lines of business.
See page.................................................................................................................................. 14

•

Software Piracy -When using software, we must take care not to duplicate it or use it on any
machine unless the software license specifically permits it.
See page.................................................................................................................................. 14

•

Antitrust -We must avoid engaging in any discussions or exchanging any information with
our competitors about pricing.

4.

REPORTING OF VIOLATIONS

BCBSF is committed to the policy that all employees have an obligation to report any violation
of the Compass Program™ to their supervisor, the Legal Affairs Division, the Human Resources
Employee Relations Department, the Compliance Office, or call the Compass Program™ Helpline at
(904)791 -6300 (non-Jacksonville employees may call 1 (800)333-9797, ext. 6300). Supervisors
and members of the Legal Affairs Division and the Human Resources Employee Relations
Department who receive information about any potential violation involving employee fraud,
improper payment or receipt of money or items of value, or antitrust or environmental law2 must
immediately report that information to the Compliance Office.
Reporting employees shall not be subject to any reprisal for a good faith report of a suspected
violation of the Compass Program™ ; reporting employees, absent compelling circumstances, will
not be granted any immunity for their participation in any violation. A reporting employee may be
subject to disciplinary action for his or her participation in a violation.
To achieve these objectives, the Compliance Office is responsible for ensuring that the following
practices and procedures are implemented and publicized in writing to all employees:
(a) Employees may consult their supervisor, the Human Resources Employee Relations
Department, the Legal Affairs Division, the Compliance Office, or call the Compass
Program™ Helpline at (904)791 -6300 (non-Jacksonville employees may call 1 (800)3339797, ext. 6300) about any questions regarding the Compass Program™. This does not
preclude an employee from seeking resolution of questions about the interpretation or
application of company policies or practices through the established Employee Problem
Solving Policy and Procedure, Human Resources Policy No. 4.4, in the Human Resources
Policies and Procedures Manual.
(b) Employees should contact their supervisor, the Legal Affairs Division, the Human
Resources Employee Relations Department, the Compliance Office, or call the Compass
Program™ Helpline at (904)791 -6300 (non-Jacksonville employees may call 1 (800)3339797, ext. 6300) to report any suspected violation of the Compass Program™, related laws,
regulations or policies. Supervisors and members of the Legal Affairs Division and the

See paae.................................................................................................................................. 15
•

TRAIN I NG PROGRAMS

Advertising and Promotion of BCBSF Products and Services -All of our advertising must be
reviewed in advance by the Legal Affairs Division and the Corporate Advertising Department.
Our advertising must be truthful; we must not make misrepresentations to anyone.
See oaae.................................................................................................................................. 17

2

Violations of the Asbestos Management Prog ram must be reported to the BCBSF Occu pational Hazards Specialist. The
BCBSF Occupational Hazards Special ist m u st report all such violations to the Compliance Office.

2t
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(j) Institute and maintain a system for reporting and investigating suspected violations
involving employee fraud, improper payment or receipt of money or items of value, or
antitrust or environmental law and institute and maintain a method of reporting to
memorialize events and protect all applicable privileges. This system shall include keeping
a written record of all reports of suspected violations of employee fraud, improper payment
or receipt of money or items of value, or antitrust or environmental law.
(k) Review areas of vulnerability in company procedures or policies demonstrated by detected
offenses or identified in comments from directors, officers and employees and initiate
modifications as needed to the Compass Program™ or company policies to prevent further
occurrences.
�I!

��

Recording and Reporting Information - Our company's records must be accurately and
completely maintained. We should never make false entries in company records. False entries
in reports submitted to the government, in particular, may expose us or our company to civil
and criminal penalties.
See oaae.................................................................................................................................. 1 8

•

The Compliance Officer shall take such other actions as are necessary and appropriate to
implement and improve the Compass Program™.
2.

� ljt

•

Political and Charitable Activity and Contributions -Complicated laws regulate political
contributions made by companies like BCBSF. For this reason, all political contributions made
from company funds should be cleared in advance with the Government Relations Division. None
of us should receive reimbursement from company funds for personal political contributions.
Corporate charitable contributions should be cleared with the Public Relations Division.
See paqe................ . .............................................................................................. ................... 19

DISSEMI NATIO N OF I N FORMATION

A critical aspect of the Compass Program™ is the effective
communication of the Program and related policies to all employees. The
Compliance Officer is responsible for establishing procedures to ensure
that every employee is familiar with the Compass Program™ and
endeavors to abide by it. These procedures include the following:

D. POLICIES GOVERNING WORK ENVIRONMENT AND EMPLOYEE RELATIONS See pages........................................................................................................................... 21-24

----

•

�
�
�
�

(a) All current employees and every newly hired employee will be
given a copy of the Compass Program™ booklet. Within 1 4 days
of receiving this material, the employee shall sign an acknowledgment stating that he or
she has reviewed the booklet, will take part in the Compass Program™ and agrees to abide
by its terms.
(b) The Compliance Officer is responsible for ensuring that these certifications are retained by
BCBSF for five years.
(c) The Compliance Officer shall cause to be posted in prominent places accessible to
all company employees a notice that summarizes important aspects of the Compass
Program™ including:
•
The company's commitment to comply with all applicable laws and regulations and
the standards of conduct set forth in the Compass Program™ booklet;
•
The identity of those to whom reports of suspected violations can be made;
• That a reporting employee will not be subject to any reprisal for a good faith report of
a suspected violation and reporting employees, absent compelling circumstances, will
not be granted any immunity for their participation in any violation;
• That the Compliance Officer will oversee investigations of suspected violations as
appropriate;
• That any company employee found to have engaged in misconduct will receive
prompt and appropriate discipline, up to and including termination; and
•
The identity of persons whom an employee can ask questions concerning the
Compass Program™.

Safety , Health and Environmental Protection - Our company is committed to providing a
healthful work environment for us. We must abide by safe operating procedures to safeguard
the health and safety of all of us who work at BCBSF.
See

•

Employee Relations -We must not discriminate against employees or applicants on the basis
of race, color, religion, national origin, disability, sex, age or veteran status. We must not
engage in sexual harassment, including unwelcome sexual overtures, advances, requests for
sexual favors, or other similar conduct in any way which would adversely affect another
employee's work performance or create an offensive working environment.
See paqe ... ............................................................................................................................... 21

•

Substance Abuse -We maintain a drug-free work place. We may not use or possess illegal or
non-prescribed drugs or alcohol while we are conducting the company's business, while on
company property, or while operating a company vehicle.
See paqe ............................. .................................................................................... ................. 22

•

Weapons or Firearms -We do not carry or display weapons or firearms while on company
property.
See

•

23

Work-related Charges, Indictments, or Convictions; Arrests while on company property or
while on company business -When and if we find ourselves personally charged with a
criminal offense, we must, in certain instances, report these matters to the Director of
Employment/Employee Relations.
See

r.. t;
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PURPOSE AND APPLICABILITY

Blue Cross and Blue Shield of Florida, Inc. ("BCBSF") is committed to the principles of honesty,
integrity and fairness in everything that it does, so that as a company its activities reflect positively
on the government, the companies and individuals that it serves, and on BCBSF. The purpose of
these business conduct policies, which are collectively referred to as the Compass Program;M is to
provide basic guidance on the principal ethical and legal rules that affect BCBSF's activities in order
to bring to the attention of all directors, officers and employees conduct that might raise legal or
ethical questions and to clearly define for all BCBSF directors, officers and employees and those with
whom they do business the principles to be followed in business relationships.
The Compass Program™ applies to all BCBSF directors, officers and employees, subsidiaries
and to the company's Political Action Committee (Florida Health PAC). BCBSF's ethical conduct is
the very core of how we do business. It is essential that this Program become the basis for all our
business relationships. Ethical conduct by all BCBSF directors, officers and employees will enable
the company to continue to fulfill its goals as outlined in its Corporate Vision to:

•
•
•
•

481 4
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1.

474

I

4866

Be recognized as an industry leader for quality, service and value.
Consistently deliver excellent service to our customers.
Be the low cost producer which will sustain a competitive advantage by managing the cost
of health care.
Be actively engaged in addressing the problems of accessibility of quality health care for all
members of society within the context of the company's capabilities.
Select the best people, organize effectively, and offer satisfaction and growth opportunities
to BCBSF employees.

This booklet does not cover all of BCBSF's policies or include all details regarding any policy.
More detailed policy statements and procedures referenced in this booklet are available upon request
from the Compliance Office. Where any provision of this booklet conflicts with a previously
established policy of the company, the provision of this booklet will supersede and apply to the
situation. A BCBSF director, officer or employee who has any questions about how to resolve such a
conflict should consult with (as applicable) his or her supervisor, the Human Resources Employee
Relations Department, the Legal Affairs Division, the Compliance Office or call the Compass
Program™ Helpline at (904)791 -6300 (non-Jacksonville employees may call 1 (800)333-9797, ext.
6300). This does not preclude an employee from seeking resolution of questions about the
interpretation or application of company policies or practices through the established Employee
Problem Solving Policy and Procedure, Human Resources Policy No. 4.4, in the Human Resources
Policies and Procedures Manual.
Nothing contained in this booklet constitutes a contract of employment. Neither this booklet
nor any part of the Compass Program™ should be construed by any current or prospective
director, officer or employee of BCBSF as creating an express or implied contract of employment or
continued employment with BCBSF. Circumstances will require that the policies included in this
booklet be changed from time to time. Consequently, BCBSF reserves the right to modify them as
it deems appropriate and revisions will be distributed to directors, officers and employees.

B. COMPASS PROGRAM ™ MONITORING RESPONSIBILITIES
1.

CORPORATE COMPLIANCE OFFICER

BCBSF shall appoint a Compliance Officer. The Compliance Officer will have responsibility for
overseeing compliance with all applicable laws, the Compass Program™ and related company
policies and procedures. The Compliance Officer, if an attorney, will advise BCBSF on legal issues
relating to compliance.
The specific oversight responsibilities of the Compliance Officer will consist of the following:
•
•
•
•
•

To oversee distribution of BCBSF's Compass Program™ materials to all BCBSF employees,
subsidiaries, political action committees and others specified in this Program and to
oversee the training, monitoring and auditing procedures.
To receive suggestions from directors, officers and employees for updating the Compass
Program™ and related company policies to ensure that they are efficient and effective.
To review, update and modify the Compass Program™ and related company polices as
appropriate and as required by law and to secure the Executive Staff's approval of
significant changes in company policy.
To oversee investigations of violations of the Program involving employee fraud, improper
payment or receipt of money or items of value, or antitrust or environmental law and to
oversee administration of discipline for such violations which are uncovered.
To report to the Compliance Committee of the Board of Directors at least annually on the
functioning of the Compass Program™.

In addition to these responsibilities, the Compliance Officer is responsible for additional duties
to promote the overall effectiveness of the Program. The duties the Compliance Officer must
perform include:
(a) Review and keep current with all applicable laws, regulations, and standard operating
procedures relevant to the Compass Program™.
(b) Maintain records related to the Compass Program™.
(c) Conduct periodic Compass Program™ evaluations.
(d) Prepare reports on the implementation and effectiveness of the Compass Program™.
(e) Prepare reports for submission to governmental agencies with advice and approval of legal
counsel when appropriate.
(f) Coordinate with Internal Audit on periodic inspections and audits, including reviews of
standard operating procedures, operational checks and balances and management controls
to identify problems and to recommend corrective actions. The Compliance Officer is to be
promptly informed of all audits conducted by Internal Audit and outside entities. In
addition, copies of all draft, final and follow-up internal and government or regulatory
agency audit reports relating to the company's compliance with laws, regulations, or
standards of conduct (whether financial or nonfinancial) shall be provided to the
Compliance Officer.
(g) Oversee distribution of the Compass Program™ booklet to all the company's subsidiaries
and po'iitical action committees.
(h) Work with the Human Resources Employee Relations Department to institute programs and
procedures to screen employees for their propensity to engage in illegal activities so that
employees identified by such procedures do not have inappropriate discretionary authority.
(i) Coordinate with Internal Audit to ensure that periodic reviews of internal checks and
balances are performed to assure that no employee has complete autonomy in areas such
as compliance, inventory control, purchasing, and disbursement of funds.
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2. GENERAL BUSINESS CONDUCT
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A. BACKG ROUND AN D ORGANIZATION
BCBSF is committed to conducting its business with integrity and in accordance with all
federal, state, and local laws to which its business activities are subject. It is the long-standing
policy of BCBSF to prevent the occurrence of unethical or unlawful behavior, to halt such behavior
as soon as reasonably possible after its discovery, to discipline employees who violate BCBSF
policies, including individuals responsible for the failure to report or detect a violation, and to
implement any changes in policy and procedure necessary to prevent recurrences of a violation.
The aim of BCBSF's Compass Program™ is to integrate the standards set forth in the
Compass™ booklet and other related policies into the daily business activities of BCBSF through
education, training, investigation, detection and reporting. To fulfill this aim, the Board of Directors
has authorized the creation of the position of Compliance Officer to coordinate activities and assist
management in the implementation of the Compass Program™ and the Business Conduct and
Ethical Standards Compliance Committee (the "Compliance Committee") of the Board of Directors
to oversee compliance activities. The Compliance Officer shall report directly to the General
Counsel of the company. The Compliance Officer shall have direct access to the Compliance
Committee of the Board at any time and shall provide reports at least annually to the Committee
with respect to the Compass Program™ generally, as detailed hereafter.
BCBSF is committed to establishing an environment that encourages and allows empl_oyees to
seek and receive prompt guidance about any questions they have concerning the Compass
Program™ or what constitutes a violation of the Program or any local, state or federal law, rule or
regulation. The Compass Program™ requires that BCBSF subsidiaries and BCBSF political action
committees also comply with BCBSF's Compass Program™.
The designation of a Compliance Officer in no way diminishes or vitiates the responsibility of
any employee to comply with all BCBSF policies and procedures, nor does it diminish any
supervisor's responsibility to ensure that those employees for which the supervisor has
responsibility comply with the Compass Program™ and related laws. regulations and policies. The
company requires all of its employees to comply with the Compass Program™ and related laws,
regulations and policies. Failure to comply will subject an employee to disciplinary action.
All BCBSF employees shall report all potential noncompliance with the Compass Program™.
The program details a variety of means to report such noncompliance, protecting confidentiality
where appropriate. No individual's position or influence is considered to be more important than
the goal of institutional integrity. Reporting employees shall not be
subject to any reprisal for a good faith report of a suspected violation
of the Compass Program™; reporting employees, absent compelling
circumstances, will not be granted any immunity for their
participation in any violation. A reporting employee may be subject to
disciplinary action for his or her participation in a violation.
�

The Compass Program reaffirms and continues a long-standing BCBSF policy that all BCBSF
directors, officers and employees must conduct business morally, ethically and in conformance
with applicable laws in all places and at all times. No BCBSF director, officer or employee should
attempt to use outside agents or other indirect means to violate or circumvent applicable laws and
regulations or the Compass Program™.

3. MANAGEMENT AND INDIVIDUAL RESPONSIBILITY
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Each member of BCBSF management is responsible for making sure the employees under his
or her supervision are aware of and comply with the provisions of the Compass Program™. Each
supervisor is responsible for practicing diligent supervision to ensure the ethical business behavior
of his or her subordinates. Each member of BCBSF management must create a work environment
in which compliance is expected and encouraged and in which there is no suggestion that violations
might benefit BCBSF or a BCBSF employee's career.
Each director, officer and employee also has direct personal responsibility for following the
provisions of the Compass Program™ and taking the initiative to seek help or clarification to avoid
unethical or illegal business conduct. BCBSF directors, officers and employees are encouraged to
review this booklet on a regular basis, so that employees can incorporate these standards into their
daily practice.
No BCBSF director, officer or employee should ever be expected, encouraged or allowed to
violate any law, and no director, officer or employee should ever believe that breaking the law in an
attempt to help BCBSF is an indication of loyalty. To the contrary, the greatest loyalty that a
director, officer or employee can demonstrate to BCBSF is his or her unfailing attention and
adherence to the laws of the land. Many of the laws which govern BCBSF's business practices are
complicated and confusing and may conflict with what a director, officer or employee considers to
be ethically or morally acceptable. The Compass Program™ is designed to provide guidance to
directors, officers and employees on laws applicable to BCBSF's business so that they will be
equipped to make the decisions entrusted to them by the company without exposing themselves or
the company to civil or criminal liability.
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4. INTERPRETATION
If a director, officer or employee has any question in interpreting or applying the guidelines set
forth in the Compass Program™ or is doubtful about the propriety of some action, it is that
individual's responsibility to consult (as applicable) his or her supervisor, the Legal Affairs Division,
the Human Resources Employee Relations Department, the Compliance Office, or call the Compass
Program™ Helpline for guidance at (904)791-6300 (non-Jacksonville employees may call
1 (800)333-9797, ext. 6300). This does not preclude an employee from seeking resolution of
questions about the interpretation or application of company policies or practices through the
established Employee Problem Solving Policy and Procedure, Human Resources Policy No. 4.4, in
the Human Resources Policies and Procedures Manual.
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5. DEFINITIONS

7. ARRESTS ON COMPANY PROPERTY OR WHILE ON COMPANY BUSINESS

For purposes of the Compass Program™ :
a. The term "employee" is used in the general sense, meaning to include any person who is
employed by or works on behalf of BCBSF, including officers and directors.
b. The term "supervisor" is used in the general sense, meaning to include any person who
directly supervises a BCBSF employee whether that person's actual title is supervisor,
manager, director, vice president or other officer of the company.
c. The term "good faith" is used to describe actions taken with sincerity and without the
intention of deceiving, causing harm to another or seeking an unconscionable advantage.
d. The term "family" is used to describe a person's spouse and minor child/children.
e. The term "fraud" is used to describe the knowing and intentional taking of, or attempting
to take, money, property or other company assets without proper consent or authorization;
any knowing untrue statement or misrepresentation or omission made with the intent to
procure money, property, or other assets; or with the intent to either temporarily or
permanently deprive the company of a right to the property for personal use or for the use
of any person not entitled to it. Fraud also includes all conduct which is defined as such
by applicable federal or Florida law. .

An employee who is arrested on company property or while on company business must report
that arrest to the Director of Employment/Employee Relations within five (5) days of the arrest. In
the case of an officer of the company, the officer must report such an arrest to the Senior Vice
President of Human Resources.

The Compass Program rM is designed to provide guidance to BCBSF employees on matters of
ethics and business conduct. This booklet is not designed to be a basis for civil liability and it
shall not be admissible in evidence in any civil action against BCBSF, its directors, officers or
employees. Notwithstanding the foregoing provisions of this paragraph, when BCBSF institutes
an action or proceeding against one or more of its directors, officers, or employees, violation of
the Compass Program ™ may be considered as prima facie evidence that a legal duty has been
breached and this booklet and any alleged violation thereof shall be admissible in evidence in
such action or proceeding. Violation of the Compass Program ™ shall not give rise to a cause of
action against BCBSF, or its directors, officers or employees, nor should it create any
presumption that a legal duty has been breached.

See BCBSF Corporate Fraud and Abuse Policy, Corporate Policy No. 1.33, in the BCBSF
Corporate Policies and Procedures Manual.

N

6. REPORTING VIOLATIONS
Each employee must not only comply with the Compass Program™, but must also report any
activity which the employee in good faith believes is or may be a violation of the Program.
Reporting violations is an expected, accepted and protected behavior, not the exception to the rule.
BCBSF is committed to providing procedures under which employees can report violations of
the Compass Program™, applicable laws, regulations and policies governing the company's affairs
without fear of reprisal. To report such violations, an employee should contact his or her
supervisor, the Legal Affairs Division, the Human Resources Employee Relations Department, or
the Compliance Office. Supervisors and members of the Legal Affairs Division and the Human
Resources Employee Relations Department who receive information about any potential violation
involving employee fraud, improper payment or receipt of money or items of value, or antitrust or
environmental law1 must immediately report that information to the Compliance Office. The
Compliance Office shall keep a written record of all such reports and suspected violations.
Reports of suspected unethical or illegal conduct may alternatively
be made to the Compass™ Helpline at (904)791 -6300 (non-Jacksonville
employees may call 1(800)333-9797, ext. 6300). No employee shall be
subject to any reprisal for a good faith report of a suspected violation of
the Compass Program™ or related laws, regulations and policies;
reporting employees, absent compelling circumstances, will not be
granted any immunity for their participation in any violation. A reporting
employee may be subject to disciplinary action for his or her
participation in a violation.
From time to time, all personnel will be requested to certify their
knowledge of and compliance with the Compass Program™.
1

m

3:

--

�

Violations of the Asbestos Management Program must be reported to the BCBSF Occupational Hazards Specialist. The
BCBSF Occupational Hazards Specialist must report all such violations to the Compliance Office.
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Employees found to be in violation of this policy (including refusal to submit to testing) will be
subject to discipline, up to and including termination of employment, and any illegal drugs found on
company property will be turned over to appropriate law enforcement authorities.
Any employee who is charged with, indicted or convicted of a work-related drug or alcohol
violation must report this information to the Director of Employment/Employee Relations no later
than five (5) days after such charge, indictment or conviction. In the case of an officer of the
company, the officer must report any charge, indictment or conviction of a work-related drug or
alcohol violation to the Senior Vice President of Human Resources.
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An employee who is convicted on a work-related drug or alcohol charge, or an employee who
is charged with or indicted on a work-related drug or alcohol violation where an independent
company investigation finds a violation of this policy, may be subject to discipline, up to and
including termination of employment. An unpaid leave of absence may be considered depending on
the severity of the situation.

See BCBSF Substance Abuse Policy, Human Resources Policy No. 4. 13, BCBSF Standard of
Conduct Policy, Human Resources Policy No. 4. 1, BCBSF Food and Beverage Consumption on
Company Property Policy, Human Resources Policy No. 4. 8, in the BCBSF Human Resources
Policies and Procedures Manual, and BCBSF Vehicle Usage Policy, Corporate Policy No. 3.21, in the
BCBSF Corporate Policies and Procedures Manual.
5. WEAPONS OR FIREARMS
BCBSF employees are prohibited from carrying on their person or displaying weapons or
firearms on company property. A BCBSF employee who believes another employee is carrying a
weapon or firearm or sees a weapon or firearm being displayed on company property should
immediately contact his or her supervisor, company Safety and Security or the Compliance Office.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
6. WORK-RELATED CHARGES, INDICTMENTS OR CONVICTIONS
Any BCBSF employee who is charged with, indicted or convicted of an offense committed on
company property or an offense related to or adversely affecting his or her employment must
report this information to the Director of Employment/Employee Relations no later than five (5)
days after such charge, indictment or conviction. In the case of an officer of the company, the
officer must report any such charge, indictment or conviction to the Senior Vice President of
Human Resources. Upon review of the nature and circumstances of the charge, indictment or
conviction, the BCBSF employee's department head in conjunction with the Human Resources
Employee Relations Department may request the employee who is charged with or indicted for an
offense committed on company property or an offense related to or adversely affecting his or her
employment to take an unpaid leave of absence. A conviction of such an offense may be grounds
for other disciplinary action.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, and BCBSF Unpaid
Leave of Absences, Human Resources Policy No. 7. 1, in the BCBSF Human Resources Policies and
Procedures Manual.

7. DISCIPLINARY ACTION
Compliance with the Compass Program™ is the responsibility of each BCBSF employee.
Supervisors are expected to become knowledgeable about and to administer the Program;
supervisors are to bring to the attention of their employees any areas in which knowledge of and
adherence to the Program should be improved. An employee's clear infraction of the Compass
Program™ , applicable laws, regulations, or of prevailing business ethics will lead to appropriate
disciplinary action against him or her which may include reprimand, probation , suspension,
reduction in salary, demotion or dismissal - depending on the seriousness of the offense.
Disciplinary action will be taken in accordance with the procedures required by BCBSF's Corrective
Action - Employee Behavioral Problem Policy and Procedure, Human Resources Policy No. 4.2,
and BCBSF's Termination Policy, Human Resources Policy No. 2.9, in the BCBSF Human Resources
Policies and Procedures Manual.
Violation of the Compass Program™ also may lead to legal action , if appropriate. Grounds for
disciplinary action (and possible discharge) under this Program include:
•
•
•
•

Violations of the Program.
Failure to report a violation of the Program.
Direct or indirect retaliation against an employee who reports a violation of the Program.
A supervisor's negligence in assuring that his or her employees comply with the Program,
or a supervisor's condoning, aiding or abetting a violation of the Program.
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B. POLICIES GOVER NING PROTECTION AND USE O F
COMPANY ASSETS AN D INFORMATION
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Each BCBSF employee has a duty to the company. Each employee must always act for the
company's welfare, protect its assets, and be loyal to it.

4800

1 . CONFLICTS OF INTEREST
BCBSF employees must avoid situations where their personal interests could conflict or
reasonably appear to conflict with the interests of BCBSF. A conflict of interest occurs whenever an
employee permits the prospect of direct or indirect personal gain to influence improperly his
judgment or actions in the conduct of company business.

49 18

Thus, direct or indirect participation by an employee or a member of the employee's immediate
family in any arrangement, agreement, investment, employment, consultation, contract, or other
activity which could result in personal benefit at the expense of BCBSF's interest must be avoided.
In addition , employee relationships with other business entities which raise questions as to whether
the employee can act solely and totally in the best interests of BCBSF must be avoided.

*

With the growth in two-career families and expansion in the industry, a BCBSF employee may
be confronted with the situation where his or her spouse, another member of the employee's
immediate family, or someone close to the employee is a competitor or supplier of BCBSF or is
employed by a competitor or supplier of BCBSF. The closeness of the relationship might lead an
employee to inadvertently compromise BCBSF's interests. A situation, however harmless it may
appear to the employee, could raise suspicion among associates that might affect working
relationships. The very appearance of a conflict of interest can create problems regardless of the
behavior of the BCBSF employee involved.
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While it is impossible to list every possible conflict of interest, the following situations are
considered to have the potential of raising a conflict of interest:
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All officers, exempt-level employees and all non-exempt employees in certain specified jobs to
be designated by management, are required, upon hire and on an annual basis, to complete and
sign a Conflict of Interest Disclosure Statement. Members of BCBSF's Board of Directors also are
required, upon election to the Board and on an annual basis, to complete and sign a Conflict of
Interest Disclosure Statement.

2.
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All employees have an ongoing affirmative duty to bring to the attention of their supervisor, the
Human Resources Employee Relations Department, the Legal Affairs Division, the Compliance
Office, or call the Compass™ Helpline at (904)791 -6300 (non-Jacksonville employees may call
1 (800)333-9797, ext. 6300) about any situation which may create an actual or potential conflict of
interest. Any employee who is in doubt regarding whether a situation creates an actual or potential
conflict is required to bring the situation to the attention of his or her supervisor. The employee's
supervisor shall consult with the Human Resources Employee Relations Department, the Legal
Affairs Division, or the Compliance Office to assess the nature and extent of any concern and how it
should be resolved. Should a determination be made that an employee's activity poses a potential
conflict of interest, the Compliance Office must be consulted to determine the appropriate action to
be taken, including the possibility of the employee removing or recusing himself or herself from the
BCBSF activity which poses the conflict.

See Conflict of Interest Policy, Human Resources Policy No. 4. 1 1, in the BCBSF Human
Resources Policies and Procedures Manual.
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An individual takes a leadership or fiduciary position in an organization which currently
competes with or is a potential competitor of BCBSF or one of its subsidiaries or affiliates.
An employee enters into a business relationship with another person or business entity
which may cause the employee to disclose information which is considered confidential or
proprietary to BCBSF, its subsidiaries or affiliates.
An employee becomes involved in another business relationship which requires such personal
time or commitment that the performance of the employee's duties to BCBSF suffers.
An employee enters into a business relationship with any person or business entity
providing services to BCBSF, its subsidiaries or affiliates, or its contract holders, such as a
hospital, a physician, or a vendor.
An employee or member of his family accepts gifts, excessive or unusual entertainment, or
other favors from any person or firm which does, or is seeking to do business with, or is a
competitor of, BCBSF under circumstances from which it might be inferred that such
action was intended to influence the individual in the performance of his or her duties.
This does not include the acceptance of items of nominal or minor value which are of such
a nature as to indicate that they are merely tokens of respect or friendship and not related
to any particular transaction.
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USE OF COM PANY FUNDS AN D ASSETS

BCBSF assets are to be used solely for the benefit of the company. BCBSF employees are
responsible for assuring that company assets are used only for valid company purposes. Company
assets include equipment, inventory, corporate funds, and supplies. In addition, company assets
also include corporate data, concepts, business strategies and plans, financial data, and other
information about BCBSF's business. These assets may not be used to provide personal gain for
BCBSF employees or others. BCBSF employees may not transfer any company assets to other
persons or entities, except in the ordinary course of business.

c. Prohibitions Against Discrimination and Harassment
BCBSF prohibits discrimination against employees based on race, color, religion, national
origin, handicap, sex, age or veteran status. These commitments can only be met if all employees
treat each other with courtesy and fairness and have respect for the dignity of the other person.
Laws prohibit discrimination against minorities, sexual harassment, and similar misconduct.

BCBSF prohibits sexual harassment of its employees by supervisors, co-workers, or
non-employees. Prohibited "sexual harassment" includes any unwelcome sexual overtures,
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature in any
of three situations: (i) when submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment; (ii) when submission to or rejection of such
conduct by an individual is used as a basis for employment decisions affecting such individual; or
(iii) when such conduct has the purpose or effect of interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working
environment.

See BCBSF's Equal Employment Opportunity Policy, Human Resources
Policy No. 2. 1, and BCBSF's Standard of Conduct Policy, Human Resources
Policy No. 4. 1, in the BCBSF Human Resources Policies and Procedures Manual.
3.

I N FORMATION ABOUT EMPLOYEES

BCBSF generally prohibits the disclosure of information about company
�
employees to third parties outside of the company and its subsidiaries unless
the employee authorizes the disclosure or a court orders such disclosure. As
a general rule, when BCBSF is asked to provide employment references, the company will, only with
the written consent of the employee or former employee who is the subject of the inquiry, confirm
an individual's dates of employment, job title and salary.
Disclosure of personnel information without prior written consent of the employee is permitted
upon the request of a physician who is attempting to inform an employee about a medical problem,
or in other emergency situations which in the judgment of the Manager of the Human Resources
Information Center justify timely disclosure of personal information. Additionally, verification of
present or past employment, including job titles and dates of employment may be released to a
verified personnel representative of another organization (without written consent of the employee).

See BCBSF Employee Records - Access to - Policy, Human Resources Policy No. 10.2, in the
BCBSF Human Resources Policies and Procedures Manual.
�

SUBSTANCE ABUSE

I

It is the policy of BCBSF to maintain a drug-free workplace. BCBSF recognizes the impact that
the use of alcohol and/or drugs can have on the performance of its employees and on the safety of
its work environment.
The use, sale, manufacture, distribution, purchase, possession, dispensing, or being under the
influence of illegal drugs, non-prescribed controlled substances or alcohol on company property,
while on company business or while operating a company-owned or leased vehicle is prohibited. In
order to detect the use of these substanc!3s, employees may be directed to submit to a drug test.
The use of alcoholic beverages by company employees on company premises or on company
assignment may take place only when approved by the Human Resources Committee as part of an
approved company function.
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D. POLICIES GOVERNING WORK ENVIRONM ENT AN D EMPLOYEE RELATIONS
1. SAFETY, HEALTH AND ENVIRONMENTAL PROTECTION
BCBSF and its individual employees are responsible for maintaining a safe and healthful work
environment. BCBSF is committed to protecting the environment and minimizing the impact of its
operations on the land, air and water. All BCBSF employees have a responsibility to abide by safe
operating procedures, to guard their own and their fellow employees' health and to maintain and
utilize pollution control systems. It is BCBSF's policy to comply with all laws and regulations
affecting safety, health and environmental protection. BCBSF employees must comply with
BCBSF's fire, safety, health or security regulations, BCBSF's procedures for handling and managing
hazardous chemicals, and its Asbestos Management Program.
Employees must report to their supervisors conditions which they perceive to be unsafe,
unhealthy or hazardous to the environment. Employees must report violations of the Asbestos
Management Program to the BCBSF Occupational Hazards Specialist. The BCBSF Occupational
Hazards Specialist must report all such violations to the Compliance Office. In the event of a fire,
employees must activate the fire alarm or notify the Security Desk (at extension 6000), Floor Safety
Captains, Section Leaders or Managers.

� 111.J:
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See BCBSF's Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF
Human Resources Policies and Procedures Manual, the BCBSF Asbestos Management Program,
and the BCBSF Employee Security Guide.
2. EMPLOYEE RELATIONS
a. Equal Employment Opportunities

BCBSF's goals as outlined in its Corporate Vision include the company selecting the best
people, organizing effectively, and offering satisfaction and growth opportunities for its employees.
In seeking these goals, it is BCBSF's policy to provide equal employment opportunities to
individuals who are qualified to perform job requirements, regardless of their race, color, religion,
national origin, handicap, sex, age or veteran status. Equal opportunity shall be provided in all
aspects of the employment relationship, including recruitment, hiring, work assignment,
performance evaluation, promotion, transfer, termination, wage and salary administration, and
selection for training.

See BCBSF's Equal Employment Opportunity Policy, Human Resources Policy No. 2. 1, and
BCBSF's Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
b. Standard of Conduct
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See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
3. PROPER ACCOUNTING
BCBSF maintains a system of internal controls which it believes provides reasonable assurance
that transactions are executed in accordance with management's authorization and are properly
recorded in accordance with appropriate accounting procedures. The system is characterized by a
control-oriented environment which includes written policies and procedures and examination by a
professional staff of internal and external auditors. All BCBSF employees are expected to adhere to
these policies and to cooperate fully with BCBSF internal and external auditors.
All company payments and other transactions must be properly authorized by management and
be accurately and completely recorded on BCBSF's books and records in accordance with generally
accepted accounting policies. Employees may not make any false, incomplete or misleading entries.
No undisclosed or unrecorded corporate funds shall be established for any purpose, nor should
company funds be placed in any personal or noncorporate account. All corporate assets must be
properly protected and asset records regularly compared with actual assets with proper action
taken to reconcile any variances.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual, BCBSF Corporate Disbursement Policy, Corporate
Policy No. 2. 10, and BCBSF Petty Cash Policy, Corporate Policy No. 2.25, in the BCBSF Corporate
Policies and Procedures Manual.
4. SAFEGUARDING INFORMATION GAINED AS AN EMPLOYEE OF BCBSF

4753

!Pm

a. Confidential and Proprietary Information

During and subsequent to their employment with BCBSF, BCBSF employees must appropriately
safeguard the company's proprietary and confidential information.
Confidential or proprietary information of BCBSF includes any information which is not
generally disclosed and which is useful or helpful to the company and/or which would be useful or
helpful to competitors of the company. Confidential information of BCBSF includes any sensitive or
classified information to which an employee may gain access solely by virtue of his or her
employment with BCBSF. Proprietary information includes information in which BCBSF has an
ownership interest; this information relates to unique ideas or data generated from within the
organization to help determine the course of decision making by BCBSF.
Examples of confidential or proprietary information include, but are not limited to:
•

BCBSF's Standard of Conduct Policy requires that its employees conduct themselves during
work hours and while on BCBSF premises in a manner which promotes the safety and welfare of
employees, encourages a cooperative environment and protects personal rights and corporate
property. BCBSF's Standard of Conduct Policy will be administered in a fair, consistent and
uniform manner with recognition of the dignity and respect to which each employee is entitled. In
like manner, each employee is expected to treat his or her fellow employees, BCBSF subscribers
and the public with the respect and dignity to which they are entitled.

•
•
•
•
•

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.

•

Information about subscribers, for example, confidential patient-identifiable medical
information;
Information obtained from legal, personnel, or medical files;
company planning and budgeting information;
Information regarding insurance claims;
Corporate negotiations of any nature, including proposed acquisitions or dispositions;
Marketing and sales information which reveals the company's marketing strategies;
information or marketing decisions with respect to particular offerings, or information
which reveals the company's assessment of the marketplace;
Data processing software or computer programs and/or processing techniques;
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Trade secrets;
Information which could aid others' fraud or misuse of the company's products or
services, or invasion of privacy;
Research information and/or data which would be of value to others; or
Provider contracts and pricing arrangements.

Any employee who has a question as to whether a particular matter is confidential or
proprietary should contact his or her supervisor or the Legal Affairs Division.
b.
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(2) Disclosure of BCBSF proprietary or confidential information to any individual or group
outside of the company or its subsidiaries, other than marketing information ordinarily
provided to our customers and proprietary or confidential information provided to third
parties who need the information to provide services to BCBSF, should occur only after
consultation with the Legal Affairs Division. When proprietary or confidential information
is provided to third parties who need the information to provide services to BCBSF,
confidentiality notices or agreements should be used whenever possible.
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(3) BCBSF employees must always be alert to inadvertent disclosures which may arise in
either social conversations or in normal business relations with personnel outside of the
company. An example of such contact is a questionnaire that BCBSF receives from a
consulting firm, trade association, competitor or from another Blue Cross and Blue Shield
company which requests confidential or proprietary information.
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Patient Identifiable Medical Information
Special rules govern the release of patient-identifiable medical information ("PIMI") to persons
outside of the company. The Corporate Data Security Officer and the Executive Staff in consultation
with the Legal Affairs Division may grant approval to release PIMI to persons outside of the company.
The recipient of PIMI must sign appropriate indemnification and nondisclosure agreements approved
by the Corporate Data Security Officer and the Legal Affairs Division.
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See BCBSF Confidential and Proprietary Information Policy, Human Resources Policy No. 4. 1 0,
in the BCBSF Human Resources Policies and Procedures Manual; Release of Patient-Identifiable
Medical Information ("PIM/') Policy, Corporate Policy No. 1.23, and BCBSF Corporate Data Policy,
Corporate Policy No. 5. 1, in the BCBSF Corporate Policies and Procedures Manual.
c.

4025

9

Basic guidelines regarding BCBSF's proprietary and confidential information are:
(1) Any company proprietary information to which BCBSF employees may have access should
be discussed with others within the company only when employees need to know the
information for purposes of company business.
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Basic Guidelines Regarding Proprietary and Confidential Information
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Company policy does not prohibit the establishment of legally constituted employee political
action committees which may make political contributions on behalf of their members. BCBSF's
Florida Health PAC is such a committee, organized and administered in strict accordance with the
law. Membership is entirely voluntary. Only to the extent permitted by law are company funds and
assets used to pay the administrative costs of such committees.
Company policy prohibits employees from soliciting political contributions on company
property during working time and from distributing political literature in working areas at all times,
non-working areas during employees' working time, and in lobbies open to the public. Exceptions
to this policy must be approved by the Senior Vice President of Human Resources. One approved
exception is that BCBSF's Florida Health PAC may solicit exempt employees on company property
during working time.

r•:
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The political process has become highly regulated, and any BCBSF employee who has any
question about what is or is not proper should consult with the Compliance Office or the Legal
Affairs Division before agreeing to do anything that could be construed as involving BCBSF in any
political activity at the federal, state, or local level.

See BCBSF Solicitation and/or Distribution of Literature Policy, Human Resources Policy No.
4. 7, in the BCBSF Human Resources Policies and Procedures Manual.
b. Charitable Activity and Contributions
BCBSF supports a corporate contributions program based on the belief that as a corporate
citizen, it has an obligation to respond to community, economic and social needs. BCBSF's policy
is to be prudent and conservative in making such contributions. The company's policy permits the
support of qualified charitable organizations with financial and non-financial assistance and loaned
personnel. Charitable organizations which will be supported by BCBSF must meet the following
criteria: be located in Florida and serve Floridians; possess exemption by the Internal Revenue
Service under section 501 (c)(3) of the Tax Code; address company community outreach goals and
targets; not duplicate the work of other organizations supported by the company within the same
geographic or program area; have a current, satisfactory audit conducted by a certified public
accountant; and have a long-standing reputation for credibility and integrity.

BCBSF's charitable contributions policy makes its corporate officers accountable for community
service and social responsibility activities in cooperation, coordination and consultation with the
Public Relations Division. All expenditures for charitable contributions must be coordinated by the
Public Relations Division and approved by management as set forth in the BCBSF Charitable
Contributions Policy. The policy requires that charitable contributions should be included in the
Public Relations budget, not in individual budgets as travel and entertainment expenses.

PIMI may be released to any person or entity outside of BCBSF provided patient consent to the
release of PIMI to an external entity has been received by BCBSF in such form and substance as is
acceptable to the Corporate Data Security Officer and the Legal Affairs Division.

BCBSF's charitable contributions policy recognizes that certain activities, such as service on
voluntary agency boards, involvement in Chamber of Commerce activities or membership in
organizations such as Rotary or Civitan may support marketing efforts by building and influencing
business relationships. BCBSF requires its employees to budget carefully these activities separately
from charitable contributions expenditures.

See the Release of Patient-Identifiable Medical Information ("PIM/") Policy, Corporate Policy
No. 1.23, in the BCBSF Corporate Policies and Procedures Manual.

See BCBSF Corporate Charitable Contributions Policy, Corporate Policy No. 10. 10, in the
BCBSF Corporate Policies and Procedures Manual.
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See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
c. Computer Data and Programs

Data and programs contained on the company's computers are important company records.
BCBSF employees are prohibited from making any unauthorized modifications to any company
computer data or program. BCBSF employees are also prohibited from destroying, disclosing or
taking any company data or programs without authorization. Such actions may be illegal.

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the BCBSF Corporate Policies
and Procedures Manual.
d. Retention of Records

� •.l
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Leg�I and regulatory practice require the retention of certain records for various periods of
time, particularly in the tax, personnel, health and safety, environmental, contract, corporate, and
government program areas. Generally speaking, an employee's personal records and drafts of
records need not be maintained. When litigation or a government investigation or audit is pending
or reasonably foreseeable, however, all relevant records must not be destroyed until the matter is
closed and this may include drafts and copies as well as employees' notes and papers. Destruction
of records to avoid disclosure in a legal proceeding may constitute a criminal offense. The Legal
Affairs Division or the Compliance Office will notify BCBSF employees of special retention
requirements related to litigation or government investigations or audits. BCBSF employees can
obtain information on retention periods and restrictions concerning company records from the
Records Retention Department. The Records Retention Department is responsible for coordinating
with the Legal Affairs Division to establish retention periods.

See BCBSF Corporate Records Retention Policies.
17. POLITICAL AN D CHARITABLE ACTIVITY AND CONTRIBUTIONS
a. Political Activity and Contributions

BCBSF encourages all employees to vote and be active in the political process. Federal and
state laws, however, limit the nature and extent of individual and corporate political participation.
For example, federal law prohibits corporate contributions to federal political candidates or office
holders; state law limits corporate contributions to candidates for state or local office to $500 per
candidate per election (generally, primary, run-off and general elections are considered separate
elections). Florida law also limits contributions by insurers to candidates for Insurance
Commissioner to $100 per election.

�:�

For purposes of this policy, the term "political contribution" includes direct or indirect
payments, loans, advances, deposits or gifts of money or any services. It also includes gifts,
subscriptions, memberships, purchase of tickets, purchase of advertising space, furnishing of
supplies, and payment of expenses and compensation of employees performing services for a
political organization, candidate or public official.
Federal law and company policy also state that no one will be reimbursed for personal political
contributions. BCBSF will not pay an employee for his or her contribution to a political action
committee through a bonus, expense account, or other form of direct or indirect compensation.
Federal law and company policy also prohibit compensating employees for engaging in a political
activity during company time, with limited exceptions.

�,�

d.

Computer Data
To maintain the maximum protection afforded to BCBSF's confidential and proprietary
information, the company must strictly enforce provisions designed to safeguard the confidentiality
of such information. For example, the integrity of the security provisions for BCBSF computer data
must be protected and used only by those authorized individuals to whom they are assigned. Every
precaution must be taken to ensure that identification codes and passwords do not become
available to unauthorized individuals. BCBSF employees who learn of data system security
violations should report such violations to their supervisors or to the Corporate Data Security
Officer. Supervisors are to report such violations to the Corporate Data Security Officer. The
Corporate Data Security Officer shall notify the Compliance Office and Internal Audit of any such
violation which may indicate an instance of employee fraud.

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the Corporate Policies and
Procedures Manual.
e. Specific Guidelines Regarding Direct Requests for Information

If a BCBSF employee receives a question from outside the company, he or she should not
attempt to answer that question unless he or she normally would do so as part of his or her normal
job responsibilities. If the BCBSF employee does not normally answer such questions as part of his
or her job responsibilities, he or she should refer the person to the appropriate source within the
company.
For example, if an employee receives a request for information or to conduct an interview from
a law enforcement officer, the employee should refer the request to the Legal Affairs Division. An
employee should also refer to the Legal Affairs Division any such request from any attorney or
agent who represents any other party having a potential adverse interest. Similarly, unless the
employee has been authorized to talk to reporters, or to anyone else writing about or otherwise
covering the company or the industry, the employee should direct the person to the Public
Relations Division. If an employee does not know to which department the questioner should be
referred, the employee should ask his or her supervisor.
f.
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Agreement Regarding Confidential and Proprietary Information

All BCBSF employees are required to sign statements upon joining BCBSF and at the
termination of their employment with BCBSF acknowledging that they understand the company's
policy on confidential and proprietary information, including the fact that their obligation to keep
such information confidential continues after their employment with the company has ended.
g. Self-Dealing; Use of Inside Information

Occasionally, a BCBSF employee may acquire information that might benefit him or her
personally, a BCBSF competitor or some other person. A BCBSF employee might learn of certain
financial information, for example, or be among the first to learn of a strategic business plan, a
marketing plan, or other significant inside information. A BCBSF employee might also have inside
information about advertising strategies, proposed acquisitions, or the operation of software systems.
Although BCBSF is not a publicly traded company, it deals with companies which are. It is a
violation of the law for any person to buy or sell securities of a company while in possession of
"inside" information regarding that company. "Inside" information is non-public information to
which a reasonable person would likely attach significance in determining whether to buy or sell
securities. BCBSF employees must not use, or pass on to others to use, such inside information in
trading in a company's securities.
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BCBSF employees also are prohibited from self-dealing, that is, using information gained
through their employment at BCBSF to their own benefit. BCBSF employees also are prohibited
from using such information to benefit someone outside of the company. This is true even if �n
employee leaves the company. The information belongs to the company, and not to any individual.
h.
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BCBSF employees are prohibited from attempting to obtain, from any source, government
information that is procurement-sensitive or any information of a competitor in a government
procurement where there is reason to believe that the release or receipt of such information is
unauthorized. Federal procurement integrity law specifically prohibits competing companies from
soliciting or obtaining proprietary or source selection information during the conduct of a
procurement. Proprietary information under the federal procurement integrity law is information
included by a particular company in a bid or proposal and marked as proprietary. Source selection
information is information originated by the government to conduct a particular procurement. Any
BCBSF employee who has questions concerning the procurement integrity law should consult with
the Legal Affairs Division or the Compliance Office.

C. POLICIES GOVERNING BUSINESS RELATI ONSHIPS
AND TRANSACTI ONS
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Government and Competitive Information
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1.

RECEIPT OF G I FTS, G RATUITIES OR FAVORS,
INCLUDING ENTERTAINMENT

D

BCBSF employees and members of their families may not solicit or
accept money under any circumstances from firms or individuals who are
conducting or would like to conduct business with or who are competitors
of BCBSF. In addition, BCBSF employees and members of their families
may not accept from such firms or individuals nonmonetary gifts that
could be reasonably construed to be connected with BCBSF's business relationship with that firm
or individual. Gifts include not only material goods, but services, entertainment, promotional
premiums on personal purchases of goods or services, advertising or promotional materials,
gratuities, or any other personal benefit or favor of any kind.
This does not prohibit the acceptance of gifts of nomi_nal or minor value which are of such a
nature as to indicate that they are merely tokens of respect or friendship and are not related to any
particular transaction or which are customarily offered to others having a similar relationship with
the firm or individual. For example, unless a specific law or regulation provides otherwise, a BCBSF
employee can generally accept inexpensive advertising and promotional gifts or items, business
meals and/or other appropriate, infrequent forms of entertainment. A BCBSF employee cannot,
however, accept any such item as a condition of conducting business with that supplier or
customer or in exchange for providing preferential treatment to that client or customer. For
example, a BCBSF employee cannot receive payments or gifts from a provider in exchange for
supplying confidential information or providing preferential treatment. If a BCBSF employee has
any doubts about a particular situation, the employee should consult his or her supervisor, the
Legal Affairs Division, or the Compliance Office before accepting any money or gift item.
If a BCBSF employee is offered money or gift(s), or if a gift arrives at either an employee's
home or office, the BCBSF employee should inform his or her supervisor immediately. Appropriate
arrangements will be made to return or dispose of the item, and the supplier or customer will be
informed or reminded of BCBSF's gift policy.

15. FI DUCIARY BREACHES AND PROHIBITED TRANSACTIONS U N D ER ERISA

The Employee Retirement Income Security Act of 1 974 ("ERISA") applies to most employee
benefit plans. ERISA imposes certain standards of conduct on a company and its employees who
perform claims administration or other services for such plans. For example, BCBSF and certain
BCBSF employees might be required to satisfy certain reporting and disclosure requirements with
respect to BCBSF's company benefit plans and to other plans to which BCBSF provides services.
These requirements, if applicable, include, among other things, providing information on the plan to
participants and to the U.S. Department of Labor. A failure to satisfy these requirements might
result in the imposition of criminal as well as civil penalties on the plan administrator.
If a BCBSF employee has any questions about the company's or about his or her duties with
respect to the operation or administration of any plan, he or she should consult with the Legal
Affairs Division.
In addition, if any employee should find that any occasion should arise where he or she is
concerned that any act or failure to act on BCBSF's part or his or her part might be viewed as a
violation of ERISA, he or she should immediately refer the matter to the Legal Affairs Division or the
Compliance Office.
16. RECORDING AND REPORTING IN FORMATION
a. Reporting Information to the Government

It is BCBSF's policy to deal honestly in all its relations with the government. The laws and
regulations governing contracting with the United States government impose stringent rules.
For example. it is a crime to make a false claim or false statement to a government official. BCBSF
employees must ensure that the representations made to any government employee or in any
document submitted to the government are accurate and not misleading.
b. Accurate Recordkeeping
Federal and state law requires BCBSF to assure that its records accurately reflect the true
nature of the transactions represented. This requirement applies to a wide variety of information
recorded by BCBSF employees, including entries relating to the processing of claims, recordation of
financial transactions, audits and quality control systems, as well as reporting of expenses and
timekeeping. Therefore, in all of BCBSF's operations, it is against BCBSF policy for any employee
intentionally to cause any record to be inaccurate.

Examples of prohibited acts include making records appear as though payments were made to
one person when, in fact, they were made to another; submitting expense accounts which do not
accurately reflect the true nature of the expense; altering time records to inaccurately reflect the
amount of time worked; changing the beneficiary on a claim to channel payments to an improper
recipient; deleting Medicare claims from the computer system without rerouting for reprocessing
and properly documenting the action; and the creation of any other record which does not
accurately reflect the true nature of the transaction.

I

False entries must never be made in any BCBSF record nor in any public record for any reason,
nor should permanent entries in the company's records be altered in any way. No payment or
receipt on behalf of BCBSF may be approved or made with the intention or understanding that any
part of the payment or receipt is to be used for a purpose other than that described in the
documents supporting the transaction. "Slush funds" or similar off-book accounts, where there is
no accounting for receipts or expenditures in corporate records, are prohibited. It is very important
that BCBSF employees not create or participate in the creation of any records which are intended to
mislead or to conceal.
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13. ADVERTISING AND PROMOTION OF BCBSF PRODUCTS AND SERVICES
All BCBSF advertising must be reviewed by the Legal Affairs Division and the Corporate
Advertising Department. BCBSF advertising should always be truthful and BCBSF employees must
not make misrepresentations to anyone. If BCBSF employees make specific claims about the
company's insurance policies, products or services, they should have a good faith basis for those
claims. Insurance policies, products or services should not be marketed in any way that might
cause confusion between BCBSF insurance policies, products or services and those of competitors.
If a BCBSF employee believes that a customer or potential customer may have misunderstood him
or her, the employee must promptly correct any misunderstanding. Similarly, BCBSF employees
should be alert to any situation where a competitor may be attempting to mislead potential
customers and inform their supervisor or the Legal Affairs Division of any such cases.
�(•

BCBSF employees should not disparage any of the products, services or employees of any
competitor. If BCBSF employees do compare BCBSF insurance policies, products or services
against those of competitors, such comparisons should be fair. Comparative advertising is subject
to regulation and should, therefore, be cleared with BCBSF's Legal Affairs Division.
h.e:
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If BCBSF offers advertising or promotional allowances, it should offer them on a
proportionately equal basis to all customers. Advertising and promotional allowances are subject
to detailed and technical regulations and, therefore, should be offered only after approval of the
Legal Affairs Division. Generally, BCBSF can provide to clients and prospective clients for the
purpose of advertising merchandise having a value of not more than $25.
If BCBSF employees supply any estimates, they must be fair and reasonable. To the maximum
extent possible, they should be backed up by objective facts and experience. To the extent that the
estimate cannot be objectively verified, it should be based upon the good faith judgments of those
making the estimate.

See BCBSF Corporate Fraud and Abuse Policy, Corporate Policy No. 1.33, in the BCBSF
Corporate Policies and Procedures Manual.
14. CONTRACT NEGOTIATION
In negotiating all contracts, BCBSF employees must be accurate and complete in all of their
representations. The laws and regulations governing contracting with the government impose rules
that are even more stringent than those applicable to dealings with private parties. The submission
to a government customer of a proposal. quotation, or other document or statement that is false,
incomplete. or misleading can result in civil and criminal liability for BCBSF, the involved employee,
and any supervisors who are involved in such a practice. In negotiating contracts with the
government, BCBSF has an affirmative duty to disclose current, accurate, and complete cost or
pricing data where such data are required under appropriate law or regulation.

,�

See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment
Policy, Corporate Policy No. 4.2, and BCBSF Corporate Contracts for Purchase,
Lease, Rental and Maintenance for Goods/Services and Real Estate, Corporate
Policy No. 4.50, in the Corporate Policies and Procedures Manual.

See BCBSF Conflict of Interest Policy, Human Resources Policy No. 4. 1 1, and BCBSF Standard
of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human Resources Policies and
Procedures Manual, and BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment
Policy, Corporate Policy No. 4.2, in the BCBSF Corporate Policies and Procedures Manual.
2. USE OF BRIBES, KICKBACKS, GIFTS OR GRATUITIES,
INCLUDING ENTERTAINMENT, IN BUSINESS DEALINGS
BCBSF employees are prohibited from offering to give or providing any bribe, kickback, or other
valuable consideration to anyone, including customers or members of their family, in connection
with the sale of any BCBSF insurance policy, product or service, or in order to obtain preferential
treatment, to secure or retain business or otherwise solicit some benefit personally or for the
company. Should any such payments be requested, the Legal Affairs Division or the Compliance
Office should be contacted immediately in order to protect the company and employee. Company
policy is to forego any business which can only be obtained by improper or illegal payments. It is
entirely appropriate, however, to pay a commission to agents on insurance products sold through
or by them.
BCBSF employees must not use gifts or excessive entertainment to improperly influence
potential customers. BCBSF employees must market the company's insurance policies, products
and services on the basis of price, quality and service. In both commercial and governmental
activities, certain common-sense exceptions apply to the general prohibition on providing gifts or
entertainment. For example, unless some specific law or regulation provides otherwise, an
employee can generally provide inexpensive advertising and promotional gifts or items valued at not
more than $25, business meals and/or other appropriate, infrequent forms of entertainment.
Certain federal, state and local governments and government agencies prohibit even nominal
considerations. Standards for dealing with government employees who represent government
entities, including those who are customers of or who contract with BCBSF, are described in the
next section.

3. GRATUITIES AND GOVERNMENT EMPLOYEES
BCBSF employees must not bribe or give the impression of bribing any public employee by
offering or promising anything of value with the intent to influence any official act or for or because
of the public employee's official position that is not permitted by law. BCBSF never expects
anything in return for the courtesies its employees extend to the customers, clients and public
employees with whom its employees deal. BCBSF employees should never act in a manner to
suggest anything to the contrary. Public employees include all employees of any federal, state or
local government entity, whether that entity regulates BCBSF or purchases insurance or other
products or services from BCBSF. For example, school boards and public hospitals which purchase
insurance policies from BCBSF are government entities.

a. Lobbying Expenditures

Expenditures made in connection with lobbying, however, are normal and legally permissible.
It is generally permissible to provide meals, refreshment and entertainment to government officials
if such expenditures are modest in nature. Federal, state and local laws, however, impose varying
monetary limitations as well as reporting requirements on even modest expenditures made on
behalf of public employees.
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Even employees who are not lobbyists may incur expenses that are considered reportable
lobbying expenditures. A few examples of expenses which a BCBSF employee may incur that might
be considered reportable lobbying expenditures include:
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BCBSF employees who deal with government employees or elected officials and who incur
these types of expenses while acting within the scope of their employment at BCBSF, should
consult with the Legal Affairs Division or the Compliance Office to determine what expenditures are
acceptable and what expenses must be reported. For reportable expenses, special care must be
taken to ensure that adequate records have been kept and that such expenditures are included in
BCBSF's lobbying expenditure report.
b.
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The monetary limitations relating to gifts to government employees and officials imposed by
federal, state and local laws and regulations often apply to even modest expenditures. For example,
Florida gift law prohibits persons from giving, directly or indirectly, a gift worth more than $100 to
many state and local government employees and officials, and requires BCBSF to report all gifts
worth between $25 and $1 00 provided to these individuals by BCBSF employees in conjunction
with BCBSF employees' employment responsibilities. Gifts subject to these requirements include
such items as gifts of tickets to an event or performance, or plants and flower arrangements. A
notable exception to the Florida reporting requirement is food or beverage consumed at a single
setting or event.
Federal law imposes similar gift restrictions and reporting requirements on persons giving
items of value to federal employees. The general rule for dealing with government employees is
that no BCBSF employee shall give, otter, or discuss ottering a gift. favor entertainment,
transportation. loan. hospitality, future employment with BCBSF, or any other tangible or intangible
item regardless of value. to any employee or representative of the United States Government with
whom BCBSF has or seeks to have any dealings. except as provided for by the particular federal
office or agency's rules or regulations. (Negotiating prospective employment with a federal
government employee also may be prohibited. See Section 6, page 1 3.)

c.

Expenditures on Behalf of HCFA Employees

HCFA regulations, for example, prohibit its employees from receiving even expenditures of
nominal or minor value. BCBSF employees should observe the following guidelines in providing
nominal amenities to HCFA employees.

'o(j
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Monetary Limitations on Gifts and Gratuities to Government Employees,
Including Entertainment

Some federal government agencies, such as the Health Care Financing Administration ("HCFA")
have strict standards of conduct that prohibit their government employees from receiving even
nominal considerations. BCBSF employees must respect these agency standards even though it is
the government employee's responsibility to interpret them and comply with them.

4025
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buying a meal or beverage for a state employee or elected official;
providing transportation to a state employee or elected official; and
giving a gift of tickets to an athletic, artistic, cultural or musical event to a state employee
or elected official.
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b.

Specific Rules and Guidelines
(1) Price-fixing

One of the company's most important decisions is what to charge for its insurance policies,
products and services. BCBSF must make these decisions alone. without collaborating with any
competitor. BCBSF employees must not engage in conduct, however innocent, that creates that
impression. To avoid the possibility of misunderstanding or misinterpretation, BCBSF policy is as
follows:
No employee may create or participate in any understanding. agreement, plan or scheme with
any competitor concerning:
•
•
•
•

;'.

BCBSF prices or competitors' prices;
Price policies;
Fees;
The terms or conditions of sale of any service or product.

It does not matter whether the agreement is expressed or implied,
formal or informal, oral or written. It is absolutely prohibited, and no
employee shall enter into such an agreement.
No employee may exchange information, nr consult or discuss with
competitors. any of the following:
•
•
•

I

--___________..,_
_,

Prices;
Terms or conditions of sale;
Any other competitive information.

BCBSF employees must avoid any conduct that creates the slightest perception that they have
engaged in price-fixing. Many traditional business gatherings are fertile grounds for conduct that
might be perceived as unlawful. Trade and professional association meetings, conventions and
seminars are of particular antitrust concern, for example, because they are generally attended by
competitors. Employees who attend these gatherings may not discuss prices or fees, whether
during the formal meeting or during the social or entertainment portion of the gathering. If such
discussions begin, BCBSF employees are required to leave immediately and make it clear why they
are leaving.
(2) Market Allocation and Other Agreements Restraining Trade
As a general rule, certain types of understandings or agreements are suspect. These include
agreements not to trade with others and agreements not to trade or deal in particular territories which
are not otherwise authorized by law. (These agreements can be distinguished from the situation in
which BCBSF receives a license from the Blue Cross and Blue Shield Association to otter insurance
coverage in a limited service area utilizing the Blue Cross and Blue Shield name and trademark.)

�

Agreements not to trade with others and not to trade or deal in particular territories may be
unlawful - whether they are written or unwritten, formal or informal, understood or implied.
It also does not matter whether they are made with a competitor or customer. (Certain federal
and state regulations lawfully promote awarding business to certain historically disadvantaged
minority groups.)
BCBSF employees must consult with the Legal Affairs Division or the Compliance Office before
entering into any agreement not to trade with others and not to trade or deal in particular territories.
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The penalties for violating licensing agreements which prevent the
unauthorized use or duplication of licensed software are severe.
Employees who violate a licensing agreement may have personal liability.
The terms of licensing agreements vary, but they usually contain
two points:

�
�
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BCBSF employees should not pay for a HCFA employee's meal at a restaurant. BCBSF
employees may offer a HCFA employee food or refreshment of nominal value on infrequent
occasions in the ordinary course of a luncheon or dinner meeting or on an inspection tour QDJy if
the HCFA employee is properly in attendance and there is no reasonable opportunity for the HCFA
employee to pay (i.e. , a luncheon meeting at a company facility where there is no established
method for payment).

•

Employees may not copy or modify software in any way without
specific prior authorization. Some vendors allow copies to be made for backup purposes.
However, in those instances, the "agreement" will explicitly say so. If an employee has any
doubt, the employee should assume that the reproduction is prohibited.

BCBSF employees are not permitted to provide travel, accommodations or subsistence to a
HCFA employee unless government or commercial travel and/or accommodations are not available;
in such situations, the HCFA representative must report the situation in writing to the appropriate
government official.

•

Using the same software simultaneously on more than one machine is not permitted. It
may only be used on a single machine.

Designated BCBSF employees may provide HCFA representatives items such as pens, note
pads, calendars or similar items of nominal value, which promote BCBSF so long as the retail value
of the particular promotional item is less than $5 and the item is not offered for (and the offering
will not be perceived as for) the purpose of influencing the HCFA representative in the discharge of
his or her duties.

Employees using mainframe equipment should be familiar with the terms of the individual
contracts that generally govern software use on that equipment. The Compliance Office or the
Legal Affairs Division can assist employees with any questions about complying with BCBSF policy
on using software.

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the BCBSF Corporate Policies
and Procedures Manual.
12. ANTITRUST
One of BCBSF's goals as outlined in its Corporate Vision is to become the low cost producer in
order to sustain a competitive advantage by managing the cost of health care and providing an
added value service. All actions by BCBSF employees to attain this goal must be consistent with
antitrust laws which are designed to protect competition. The antitrust laws prohibit such things as
price-fixing, market allocation, group boycotts, price discrimination, tying, and monopolization.
They also require scrutiny of certain mergers and acquisitions. The purpose of the antitrust laws is
to prevent one business from gaining an unfair advantage and forcing other businesses out of the
marketplace.
Penalties for antitrust violations can be severe. Violations of the federal and state laws may
result in criminal as well as civil liability. Individual employees can go to jail and/or be sued
personally for violating antitrust laws.
BCBSF employees are required to follow this antitrust policy to avoid even the appearance of
anti-competitive conduct.

a. Documentation of Health Care Practices

In the health care profession, companies impose many legitimate restrictions that may affect a
provider's access to the marketplace. Managed care programs are pro-competitive because they
stimulate competition among providers based on cost and quality.
BCBSF employees involved in policy and decision making relating to restrictions that may affect
a provider's access to the marketplace should consult with the Legal Affairs Division and seek its
assistance in analyzing the legality of a proposed policy or decision and in documenting the basis
for the decisions made, when such decisions raise antitrust concerns.

See BCBSF Health Care Program Management Policies and Procedures Manual.

BCBSF employees shall not attend any meeting or function other than approved public or
industry association events when it is known that HCFA representative(s) will be present at the
meeting or function, and no provision has been made for the HCFA representative(s) to pay or
share in the payment for meals, prizes, and other arrangements incident to the meeting or function
where such arrangements exceed refreshments of a nominal value offered to all attendees of the
meeting, except where the function is essentially a civic or community activity (such as a Little
League luncheon or a garden club meeting) or a trade or industry function (such as a conference,
trade show, or seminar) and is clearly open to the public generally or to the members of a
broadly-defined class.
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d. General Guidelines to Follow Before Offering any Gift or Gratuity to any
Government Employee

Because the rules governing gifts and similar items can differ from one government agency and
public entity to another, before offering any money, entertainment or gift item to an employee of a
government or other public entity, including school boards and public hospitals as well as federal
or state agencies, BCBSF employees must first determine the gift laws or regulations that apply to
that government or public entity. Generally, this information is publicly available from the
government or public entity's general counsel's office. A BCBSF employee can also consult with
the Legal Affairs Division or the Compliance Office to obtain such information. In addition, if a
BCBSF employee has any doubts about any situation involving offers of money, gifts or
entertainment, the employee should consult his or her supervisor, the Legal Affairs Division or the
Compliance Office before offering any such item.
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Violation by individuals of the laws and regulations
regarding gifts to government employees could result in
criminal and civil sanctions. Violation by an employee of
any portion of this policy will result in appropriate
disciplinary action up to and including termination of
employment.

4998
4

24

-�
.......
.......

..........

�

+
69

'5
4874

4845
4

42 1
48
584

+

0

41

778

8.

Purchase or sales of BCBSF's insurance policies, products and services must not lead to
employees or their families receiving personal kickbacks or rebates from BCBSF customers or
contractors. " Kickbacks or rebates" can take many forms and are not limited to direct cash
payments or credits. For example, a BCBSF employee cannot accept cash payments from a
particular doctor when a subscriber visits that doctor. Such practices are not only unethical, but
are in many cases illegal.

Company policy requires that purchases of goods and services will be made on a competitive
basis and will be based on quality, price, service, reliability and other reasonable criteria. In some
instances, BCBSF purchases goods or services from a supplier who also buys insurance policies,
products or services from BCBSF. This practice is normal and acceptable, but coercion, express or
implied, requiring suppliers to buy from BCBSF is not. Company policy prohibits BCBSF employees
from placing undue pressure or making threats on a vendor which imply that the vendor must have
Blue Cross and Blue Shield insurance or BCBSF will not purchase goods or services from them.
Purchases from suppliers must not be conditioned on sales of BCBSF insurance policies, products
or services through the exercise of market power or coercion.

However, referral fees not exceeding $25 paid to customers for referrals to other potential
customers are appropriate.
354
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5. OTHER IMPROPER PAYMENTS

See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment Policy, Corporate
Policy No. 4.2, in BCBSF's Corporate Policies and Procedures Manual.

No payments or offer of benefit of any kind other than those expressly authorized by BCBSF
may be made to customers or prospective customers as an inducement for them to buy BCBSF
products. Only inducements expressly authorized by BCBSF and available to all customers in
similar circumstances on an equal basis may be offered by BCBSF or its agents. The use of BCBSF
funds or assets for any unlawful or unethical purpose is prohibited. Any payment which is
improper when made by a BCBSF employee is likewise improper if made by an agent, consultant, or
other third party on behalf of BCBSF. The making of any payment to a third party for any purpose
other than that disclosed on the payment documentation is prohibited.

6.

9. TRAVEL AND BUSINESS RELATED EXPENSES
Business expenses properly incurred in performing company business must be documented
promptly with accuracy and completeness on expense reports. Expenses are to be reported within
30 days after return from business travel. Requests for reimbursement of travel or business related
expenses are to be approved by the requestor's supervisor or the next higher level of management
who has an authorized signature card on file in the Corporate Payables Department.

EMPLOYMENT OF GOVERNMENT OFFICIALS OR EMPLOYEES

BCBSF employees must consult with the Legal Affairs Division or the Compliance Office before
negotiating or making any arrangement concerning prospective employment with any current or
former government official or employee (1 ) where the government official or employee in his or her
government position has participated in a matter involving BCBSF or (2) where the government
official or employee has been employed by any government agency with which BCBSF has a
contract or can reasonably be expected to submit a proposal for a contract in the near future.
Employment negotiations or arrangements with such government officials may be illegal.

.,
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See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment Policy, Corporate Policy
No. 4.2, and BCBSF Corporate Contracts for Purchase, Lease, Rental and Maintenance for
Goods/Services and Real Estate, Corporate Policy No. 4.50, in the Corporate Policies and Procedures
Manual.

Entertainment expenses incurred must have a business purpose, be reasonable and necessary
for the accomplishment of the business purpose, and not be lavish or extravagant. Business meals
involving potential customers or other individuals external to the company may not be charged to a
line of business related to government programs or the Federal Employee Program.

See BCBSF Travel and Business Related Expense Policy, Corporate Policy No. 3. 10, and BCBSF
Corporate Disbursement Policy, Corporate Policy No. 2. 10, in the BCBSF Corporate Policies and
Procedures Manual; and the Corporate Budget Manual.

1 0. TRANSPORTATION ON BCBSF AIRCRAFT

7. CONTRACTS

BCBSF hires consultants to produce such things as reports, graphics, studies, or customized
software. BCBSF's agreements with consultants must reflect the independent contractor status of
the consultant and be approved by the Legal Affairs Division.

�
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With certain limited exceptions, BCBSF's leased aircraft may be used for business purposes
only, and the use is limited to directors and officers of the company and to other employees or
consultants who are authorized by the responsible corporate or operating company officer. Under
no circumstances should BCBSF's aircraft be made available for hire to outsiders.

All contracts entered into on behalf of BCBSF must be executed by company officers. These
officers are responsible for ensuring such contracts are consistent with company policies and are, in
the officers' best business judgment, in the best interest of the company. In addition, all contracts
entered into on behalf of BCBSF must be reviewed and approved by the Legal Affairs Division.

4025

PROCUREMENT OF GOODS AND SERVICES

4. KICKBACKS AND REBATES

I'

Because of possible tax and other penalties under federal law, BCBSF's aircraft should not be
made available to employees of government agencies with which BCBSF has a business
relationship or other public officials without the prior approval of the Legal Affairs Division or the
Compliance Office.

11. SOFTWARE PIRACY
BCBSF uses a wide variety of computer software that is protected by various software licensing
agreements and copyright laws. Accordingly, it is against BCBSF policy to permit the duplication
and/or use of computer software outside the bounds set by the vendor.
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4. KICKBACKS AND REBATES

8. PROCUREMENT OF GOODS AND SERVICES

Purchase or sales of BCBSF's insurance policies, products and services must not lead to
employees or their families receiving personal kickbacks or rebates from BCBSF customers or
contractors. " Kickbacks or rebates" can take many forms and are not limited to direct cash
payments or credits. For example, a BCBSF employee can not accept cash payments from a
particular doctor when a subscriber visits that doctor. Such practices are not only unethical, but
are in many cases illegal.

Company policy requires that purchases of goods and services will be made on a competitive
basis and will be based on quality, price, service, reliability and other reasonable criteria. In some
instances, BCBSF purchases goods or services from a supplier who also buys insurance policies,
products or services from BCBSF. This practice is normal and acceptable, but coercion, express or
implied, requiring suppliers to buy from BCBSF is not. Company policy prohibits BCBSF employees
from placing undue pressure or making threats on a vendor which imply that the vendor must have
Blue Cross and Blue Shield insurance or BCBSF will not purchase goods or services from them.
Purchases from suppliers must not be conditioned on sales of BCBSF insurance policies, products
or services through the exercise of market power or coercion.

However, referral fees not exceeding $25 paid to customers for referrals to other potential
customers are appropriate.

5. OTHER IMPROPER PAYMENTS

See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment Policy, Corporate
Policy No. 4.2, in BCBSF's Corporate Policies and Procedures Manual.

No payments or offer of benefit of any kind other than those expressly authorized by BCBSF
may be made to customers or prospective customers as an inducement for them to buy BCBSF
products. Only inducements expressly authorized by BCBSF and available to all customers in
similar circumstances on an equal basis may be offered by BCBSF or its agents. The use of BCBSF
funds or assets for any unlawful or unethical purpose is prohibited. Any payment which is
improper when made by a BCBSF employee is likewise improper if made by an agent, consultant, or
other third party on behalf of BCBSF. The making of any payment to a third party for any purpose
other than that disclosed on the payment documentation is prohibited.
:tTj

9. TRAVEL AND BUSINESS RELATED EXPENSES
Business expenses properly incurred in performing company business must be documented
promptly with accuracy and completeness on expense reports. Expenses are to be reported within
30 days after return from business travel. Requests for reimbursement of travel or business related
expenses are to be approved by the requester's supervisor or the next higher level of management
who has an authorized signature card on file in the Corporate Payables Department.

6. EMPLOYMENT OF GOVERNMENT OFFICIALS OR EMPLOYEES

Entertainment expenses incurred must have a business purpose, be reasonable and necessary
for the accomplishment of the business purpose, and not be lavish or extravagant. Business meals
involving potential customers or other individuals external to the company may not be charged to a
line of business related to government programs or the Federal Employee Program.

BCBSF employees must consult with the Legal Affairs Division or the Compliance Office before
negotiating or making any arrangement concerning prospective employment with any current or
former government official or employee (1) where the government official or employee in his or her
government position has participated in a matter involving BCBSF or (2) where the government
official or employee has been employed by any government agency with which BCBSF has a
contract or can reasonably be expected to submit a proposal for a contract in the near future.
Employment negotiations or arrangements with such government officials may be illegal.

1 0. TRANSPORTATION ON BCBSF AIRCRAFT
With certain limited exceptions, BCBSF's leased aircraft may be used for business purposes
on ly, and the use is limited to directors and officers of the company and to other employees or
consultants who are authorized by the responsible corporate or operating company officer. Under
no circumstances should BCBSF's aircraft be made available for hire to outsiders.

All contracts entered into on behalf of BCBSF must be executed by company officers. These
officers are responsible for ensuring such contracts are consistent with company policies and are, in
the officers' best business judgment, in the best interest of the company. In addition, all contracts
entered into on behalf of BCBSF must be reviewed and approved by the Legal Affairs Division.

See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment Policy, Corporate Policy
No. 4.2, and BCBSF Corporate Contracts for Purchase, Lease, Rental and Maintenance for
Goods/Services and Real Estate, Corporate Policy No. 4.50, in the Corporate Policies and Procedures
Manual.
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See BCBSF Travel and Business Related Expense Policy, Corporate Policy No. 3. 10, and BCBSF
Corporate Disbursement Policy, Corporate Policy No. 2. 10, in the BCBSF Corporate Policies and
Procedures Manual; and the Corporate Budget Manual.

7. CONTRACTS

BCBSF hires consultants to produce such things as reports, graphics, studies, or customized
software. BCBSF's agreements with consultants must reflect the independent contractor status of
the consultant and be approved by the Legal Affairs Division.

�
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Because of possible tax and other penalties under federal law, BCBSF's aircraft should not be
made available to employees of government agencies with which BCBSF has a business
relationship or other public officials without the prior approval of the Legal Affairs Division or the
Compliance Office.

1 1 . SOFTWARE PIRACY
BCBSF uses a wide variety of computer software that is protected by various software licensing
agreements and copyright laws. Accordingly, it is against BCBSF policy to permit the duplication
and/or use of computer software outside the bounds set by the vendor.
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The penalties for violating licensing agreements which prevent the
unauthorized use or duplication of licensed software are severe.
Employees who violate a licensing agreement may have personal liability.
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Employees may not copy or modify software in any way without
specific prior authorization. Some vendors allow copies to be made for backup purposes.
However, in those instances, the "agreement" will explicitly say so. If an employee has any
doubt. the employee should assume that the reproduction is prohibited.

BCBSF employees are not permitted to provide travel, accommodations or subsistence to a
HCFA employee unless government or commercial travel and/or accommodations are not available;
in such situations, the HCFA representative must report the situation in writing to the appropriate
government official.

•

Using the same software simultaneously on more than one machine is not permitted. It
may only be used on a single machine.

Designated BCBSF employees may provide HCFA representatives items such as pens, note
pads, calendars or similar items of nominal value, which promote BCBSF so long as the retail value
of the particular promotional item is less than $5 and the item is not offered for (and the offering
will not be perceived as for) the purpose of influencing the HCFA representative in the discharge of
his or her duties.

Employees using mainframe equipment should be familiar with the terms of the individual
contracts that generally govern software use on that equipment. The Compliance Office or the
Legal Affairs Division can assist employees with any questions about complying with BCBSF policy
on using software.
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The terms of licensing agreements vary, but they usually contain
two points:

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the BCBSF Corporate Policies
and Procedures Manual.

12. ANTITRUST
One of BCBSF's goals as outlined in its Corporate Vision is to become the low cost producer in
order to sustain a competitive advantage by managing the cost of health care and providing an
added value service. All actions by BCBSF employees to attain this goal must be consistent with
antitrust laws which are designed to protect competition. The antitrust laws prohibit such things as
price-fixing, market allocation, group boycotts, price discrimination, tying, and monopolization.
They also require scrutiny of certain mergers and acquisitions. The purpose of the antitrust laws is
to prevent one business from gaining an unfair advantage and forcing other businesses out of the
marketplace.
Penalties for antitrust violations can be severe. Violations of the federal and state laws may
result in criminal as well as civil liability. Individual employees can go to jail and/or be sued
personally for violating antitrust laws.
BCBSF employees are required to follow this antitrust policy to avoid even the appearance of
anti-competitive conduct.

�

a. Documentation of Health Care Practices

In the health care profession, companies impose many legitimate restrictions that may affect a
provider's access to the marketplace. Managed care programs are pro-competitive because they
stimulate competition among providers based on cost and quality.
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BCBSF employees should not pay for a HCFA employee's meal at a restaurant. BCBSF
employees may offer a HCFA employee food or refreshment of nominal value on infrequent
occasions in the ordinary course of a luncheon or dinner meeting or on an inspection tour only if
the HCFA employee is properly in attendance and there is no reasonable opportunity for the HCFA
employee to pay (i.e., a luncheon meeting at a company facility where there is no established
method for payment).

BCBSF employees involved in policy and decision making relating to restrictions that may affect
a provider's access to the marketplace should consult with the Legal Affairs Division and seek its
assistance in analyzing the legality of a proposed policy or decision and in documenting the basis
for the decisions made, when such decisions raise antitrust concerns.
See BCBSF Health Care Program Management Policies and Procedures Manual.

I
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BCBSF employees shall not attend any meeting or function other than approved public or
industry association events when it is known that HCFA representative(s) will be present at the
meeting or function, and no provision has been made for the HCFA representative(s) to pay or
share in the payment for meals, prizes, and other arrangements incident to the meeting or function
where such arrangements exceed refreshments of a nominal value offered to all attendees of the
meeting, except where the function is essentially a civic or community activity (such as a Little
League luncheon or a garden club meeting) or a trade or industry function (such as a conference,
trade show, or seminar) and is clearly open to the public generally or to the members of a
broadly-defined class.

d. General Guidelines to Follow Before Offering any Gift or Gratuity to any
Government Employee

Because the rules governing gifts and similar items can differ from one government agency and
public entity to another, before offering any money, entertainment or gift item to an employee of a
government or other public entity, including school boards and public hospitals as well as federal
or state agencies, BCBSF employees must first determine the gift laws or regulations that apply to
that government or public entity. Generally, this information is publicly available from the
government or public entity's general counsel's office. A BCBSF employee can also consult with
the Legal Affairs Division or the Compliance Office to obtain such information. In addition, if a
BCBSF employee has any doubts about any situation involving offers of money, gifts or
entertainment, the employee should consult his or her supervisor, the Legal Affairs Division or the
Compliance Office before offering any such item.
Violation by individuals of the laws and regulations
regarding gifts to government employees could result in
criminal and civil sanctions. Violation by an employee of
any portion of this policy will result in appropriate
disciplinary action up to and including termination of
employment.
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b.

Even employees who are not lobbyists may incur expenses that are considered reportable
lobbying expenditures. A few examples of expenses which a BCBSF employee may incur that might
be considered reportable lobbying expenditures include:
•
•
•

� l•

b.

�.�
l'fl

Monetary Limitations on Gifts and Gratuities to Government Employees,
Including Entertainment

The monetary limitations relating to gifts to government employees and officials imposed by
federal, state and local laws and regulations often apply to even modest expenditures. For example,
Florida gift law prohibits persons from giving, directly or indirectly, a gift worth more than $100 to
many state and local government employees and officials, and requires BCBSF to report all gifts
worth between $25 and $1 00 provided to these individuals by BCBSF employees in conjunction
with BCBSF employees' employment responsibilities. Gifts subject to these requirements include
such items as gifts of tickets to an event or performance, or plants and flower arrangements. A
notable exception to the Florida reporting requirement is food or beverage consumed at a single
setting or event.
Federal law imposes similar gift restrictions and reporting requirements on persons giving
items of value to federal employees. The general rule for dealing with government employees is
that no BCBSF employee shall give, offer, or discuss offering a gift. favor. entertainment,
transportation. loan. hospitality, future employment with BCBSF. or any other tangible or intangible
item. regardless of value to any employee or representative of the United States Government with
whom BCBSF has or seeks to have any dealings, except as provided for by the particular federal
office or agency's rules or regulations. (Negotiating prospective employment with a federal
government employee also may be prohibited. See Section 6, page 1 3.)
Some federal government agencies, such as the Health Care Financing Administration ("HCFA")
have strict standards of conduct that prohibit their government employees from receiving even
nominal considerations. BCBSF employees must respect these agency standards even though it is
the government employee's responsibility to interpret them and comply with them.
c.

;.:.8:

One of the company's most important decisions is what to charge for its insurance policies,
products and services. BCBSF must make these decisions alone, without collaborating with any
competitor. BCBSF employees must not engage in conduct, however innocent, that creates that
impression. To avoid the possibility of misunderstanding or misinterpretation, BCBSF policy is as
follows:

buying a meal or beverage for a state employee or elected official;
providing transportation to a state employee or elected official; and
giving a gift of tickets to an athletic, artistic, cultural or musical event to a state employee
or elected official.

BCBSF employees who deal with government employees or elected officials and who incur
these types of expenses while acting within the scope of their employment at BCBSF, should
consult with the Legal Affairs Division or the Compliance Office to determine what expenditures are
acceptable and what expenses must be reported. For reportable expenses, special care must be
taken to ensure that adequate records have been kept and that such expenditures are included in
BCBSF's lobbying expenditure report.

Expenditures on Behalf of HCFA Employees
HCFA regulations, for example, prohibit its employees from receiving even expenditures of
nominal or minor value. BCBSF employees should observe the following guidelines in providing
nominal amenities to HCFA employees.

Specific Rules and Guidelines
(1) Price-fixing

,,

No employee may create or participate in any understanding, agreement plan or scheme with
any competitor concerning:
•
•
•
•

BCBSF prices or competitors' prices;
Price policies;
Fees;
The terms or conditions of sale of any service or product.

It does not matter whether the agreement is expressed or implied,
formal or informal, oral or written. It is absolutely prohibited, and no
employee shall enter into such an agreement.
No employee may exchange information, ur consult or discuss with
competitors, any of the following:
•
•
•

......

�

Prices;
Terms or conditions of sale;
Any other competitive information.

BCBSF employees must avoid any conduct that creates the slightest perception that they have
engaged in price-fixing. Many traditional business gatherings are fertile grounds for conduct that
might be perceived as unlawful. Trade and professional association meetings, conventions and
seminars are of particular antitrust concern, for example, because they are generally attended by
competitors. Employees who attend these gatherings may not discuss prices or fees, whether
during the formal meeting or during the social or entertainment portion of the gathering. If such
discussions begin, BCBSF employees are required to leave immediately and make it clear why they
are leaving.
(2) Market Allocation and Other Agreements Restraining Trade
As a general rule, certain types of understandings or agreements are suspect. These include
agreements not to trade with others and agreements not to trade or deal in particular territories which
are not otherwise authorized by law. (These agreements can be distinguished from the situation in
which BCBSF receives a license from the Blue Cross and Blue Shield Association to offer insurance
coverage in a limited service area utilizing the Blue Cross and Blue Shield name and trademark.)

Agreements not to trade with others and not to trade or deal in particular territories may be
unlawful - whether they are written or unwritten, formal or informal, understood or implied.
It also does not matter whether they are made with a competitor or customer. (Certain federal
and state regulations lawfully promote awarding business to certain historically disadvantaged
minority groups.)
BCBSF employees must consult with the Legal Affairs Division or the Compliance Office before
entering into any agreement not to trade with others and not to trade or deal in particular territories.
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13. ADVERTISING AND PROMOTION OF BCBSF PRODUCTS AND SERVICES
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BCBSF employees should not disparage any of the products, services or employees of any
competitor. If BCBSF employees do compare BCBSF insurance policies, products or services
against those of competitors, such comparisons should be fair. Comparative advertising is subject
to regulation and should, therefore, be cleared with BCBSF's Legal Affairs Division.
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If BCBSF offers advertising or promotional allowances, it should offer them on a
proportionately equal basis to all customers. Advertising and promotional allowances are subject
to detailed and technical regulations and, therefore, should be offered only after approval of the
Legal Affairs Division. Generally, BCBSF can provide to clients and prospective clients for the
purpose of advertising merchandise having a value of not more than $25.
If BCBSF employees supply any estimates, they must be fair and reasonable. To the maximum
extent possible, they should be backed up by objective facts and experience. To the extent that the
estimate cannot be objectively verified, it should be based upon the good faith judgments of those
making the estimate.

4p 1 4
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All BCBSF advertising must be reviewed by the Legal Affairs Division and the Corporate
Advertising Department. BCBSF advertising should always be truthful and BCBSF employees must
not make misrepresentations to anyone. If BCBSF employees make specific claims about the
company's insurance policies, products or services, they should have a good faith basis for those
claims. Insurance policies, products or services should not be marketed in any way that might
cause confusion between BCBSF insurance policies, products or services and those of competitors.
If a BCBSF employee believes that a customer or potential customer may have misunderstood him
or her, the employee must promptly correct any misunderstanding. Similarly, BCBSF employees
should be alert to any situation where a competitor may be attempting to mislead potential
customers and inform their supervisor or the Legal Affairs Division of any such cases.

4984

See BCBSF Corporate Fraud and Abuse Policy, Corporate Policy No. 1.33, in the BCBSF
Corporate Policies and Procedures Manual.
14. CONTRACT N EGOTIATION
In negotiating all contracts, BCBSF employees must be accurate and complete in all of their
representations. The laws and regulations governing contracting with the government impose rules
that are even more stringent than those applicable to dealings with private parties. The submission
to a government customer of a proposal, quotation. or other document or statement that is false.
incomplete. or misleading can result in civil and criminal liability for BCBSF. the involved employee,
and any supervisors who are involved in such a practice. In negotiating contracts with the
government, BCBSF has an affirmative duty to disclose current, accurate, and complete cost or
pricing data where such data are required under appropriate law or regulation.
See BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment
Policy, Corporate Policy No. 4.2, and BCBSF Corporate Contracts for Purchase,
Lease, Rental and Maintenance for Goods/Services and Real Estate, Corporate
Policy No. 4. 50, in the Corporate Policies and Procedures Manual.

See BCBSF Conflict of Interest Policy, Human Resources Policy No. 4. 1 1, and BCBSF Standard
of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human Resources Policies and
Procedures Manual, and BCBSF Procurement of Goods/Services, Sale of Furniture/Equipment
Policy, Corporate Policy No. 4.2, in the BCBSF Corporate Policies and Procedures Manual.
2.

USE OF BRIBES, KICKBACKS , GIFTS O R GRATUITIES ,
INCLUDING ENTERTAIN MENT, IN BUSINESS DEALINGS

BCBSF employees are prohibited from offering to give or providing any bribe, kickback, or other
valuable consideration to anyone, including customers or members of their family, in connection
with the sale of any BCBSF insurance policy, product or service, or in order to obtain preferential
treatment, to secure or retain business or otherwise solicit some benefit personally or for the
company. Should any such payments be requested, the Legal Affairs Division or the Compliance
Office should be contacted immediately in order to protect the company and employee. Company
policy is to forego any business which can only be obtained by improper or illegal payments. It is
entirely appropriate, however, to pay a commission to agents on insurance products sold through
or by them.
BCBSF employees must not use gifts or excessive entertainment to improperly influence
potential customers. BCBSF employees must market the company's insurance policies, products
and services on the basis of price, quality and service. In both commercial and governmental
activities, certain common-sense exceptions apply to the general prohibition on providing gifts or
entertainment. For example, unless some specific law or regulation provides otherwise, an
employee can generally provide inexpensive advertising and promotional gifts or items valued at not
more than $25, business meals and/or other appropriate, infrequent forms of entertainment.
Certain federal, state and local governments and government agencies prohibit even nominal
considerations. Standards for dealing with government employees who represent government
entities, including those who are customers of or who contract with BCBSF, are described in the
next section.
3.

G RATUITIES AN D GOVERNMENT EMPLOYEES

BCBSF employees must not bribe or give the impression of bribing any public employee by
offering or promising anything of value with the intent to influence any official act or for or because
of the public employee's official position that is not permitted by law. BCBSF never expects
anything in return for the courtesies its employees extend to the customers, clients and public
employees with whom its employees deal. BCBSF employees should never act in a manner to
suggest anything to the contrary. Public employees include all employees of any federal, state or
local government entity, whether that entity regulates BCBSF or purchases insurance or other
products or services from BCBSF. For example, school boards and public hospitals which purchase
insurance policies from BCBSF are government entities.

a. Lobbying Expenditures

Expenditures made in connection with lobbying, however, are normal and legally permissible.
It is generally permissible to provide meals, refreshment and entertainment to government officials
if such expenditures are modest in nature. Federal, state and local laws, however, impose varying
monetary limitations as well as reporting requirements on even modest expenditures made on
behalf of public employees.
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15. FIDUCIARY BREACHES AND PROHIBITED TRANSACTIONS UNDER ERISA

BCBSF employees also are prohibited from self-dealing, that is, using information gained
through their employment at BCBSF to their own benefit. BCBSF employees also are prohibited
from using such information to benefit someone outside of the company. This is true even if �n
employee leaves the company. The information belongs to the company, and not to any individual.

The Employee Retirement Income Security Act of 1974 ("ERISA") applies to most employee
benefit plans. ERISA imposes certain standards of conduct on a company and its employees who
perform claims administration or other services for such plans. For example, BCBSF and certain
BCBSF employees might be required to satisfy certain reporting and disclosure requirements with
respect to BCBSF's company benefit plans and to other plans to which BCBSF provides services.
These requirements, if applicable, include, among other things, providing information on the plan to
participants and to the U.S. Department of Labor. A failure to satisfy these requirements might
result in the imposition of criminal as well as civil penalties on the plan administrator.

h. Government and Competitive Information

BCBSF employees are prohibited from attempting to obtain, from any source, government
information that is procurement-sensitive or any information of a competitor in a government
procurement where there is reason to believe that the release or receipt of such information is
unauthorized. Federal procurement integrity law specifically prohibits competing companies from
soliciting or obtaining proprietary or source selection information during the conduct of a
procurement. Proprietary information under the federal procurement integrity law is information
included by a particular company in a bid or proposal and marked as proprietary. Source selection
information is information originated by the government to conduct a particular procurement. Any
BCBSF employee who has questions concerning the procurement integrity law should consult with
the Legal Affairs Division or the Compliance Office.

If a BCBSF employee has any questions about the company's or about his or her duties with
respect to the operation or administration of any plan, he or she should consult with the Legal
Affairs Division.
In addition, if any employee should find that any occasion should arise where he or she is
concerned that any act or failure to act on BCBSF's part or his or her part might be viewed as a
violation of ERISA, he or she should immediately refer the matter to the Legal Affairs Division or the
Compliance Office.

C. POLICIES GOVERNING BUSINESS RELATIONSHIPS
AND TRANSACTIONS

m

1. RECEIPT OF GIFTS , GRATUITIES OR FAVORS,
INCLUDING ENTERTAINMENT

16. RECORDING AND REPORTING INFORMATION

BCBSF employees and members of their families may not solicit or
accept money under any circumstances from firms or individuals who are
conducting or would like to conduct business with or who are competitors
of BCBSF. In addition, BCBSF employees and members of their families
may not accept from such firms or individuals nonmonetary gifts that
could be reasonably construed to be connected with BCBSF's business relationship with that firm
or individual. Gifts include not only material goods, but services, entertainment, promotional
premiums on personal purchases of goods or services, advertising or promotional materials,
gratuities, or any other personal benefit or favor of any kind.

It is BCBSF's policy to deal honestly in all its relations with the government. The laws and
regulations governing contracting with the United States government impose stringent rules.
For example, it is a crime to make a false claim or false statement to a government official. BCBSF
employees must ensure that the representations made to any government employee or in any
document submitted to the government are accurate and not misleading.

This does not prohibit the acceptance of gifts of nomLnal or minor value which are of such a
nature as to indicate that they are merely tokens of respect or friendship and are not related to any
particular transaction or which are customarily offered to others having a similar relationship with
the firm or individual. For example, unless a specific law or regulation provides otherwise, a BCBSF
employee can generally accept inexpensive advertising and promotional gifts or items, business
meals and/or other appropriate, infrequent forms of entertainment. A BCBSF employee cannot,
however, accept any such item as a condition of conducting business with that supplier or
customer or in exchange for providing preferential treatment to that client or customer. For
example, a BCBSF employee cannot receive payments or gifts from a provider in exchange for
supplying confidential information or providing preferential treatment. If a BCBSF employee has
any doubts about a particular situation, the employee should consult his or her supervisor, the
Legal Affairs Division, or the Compliance Office before accepting any money or gift item.
If a BCBSF employee is offered money or gift(s), or if a gift arrives at either an employee's
home or office, the BCBSF employee should inform his or her supervisor immediately. Appropriate
arrangements will be made to return or dispose of the item, and the supplier or customer will be
informed or reminded of BCBSF's gift policy.

a. Reporting Information to the Government

4753
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b. Accurate Recordkeeping

Federal and state law requires BCBSF to assure that its records accurately reflect the true
nature of the transactions represented. This requirement applies to a wide variety of information
recorded by BCBSF employees, including entries relating to the processing of claims, recordation of
financial transactions, audits and quality control systems, as well as reporting of expenses and
timekeeping. Therefore, in all of BCBSF's operations, it is against BCBSF policy for any employee
intentionally to cause any record to be inaccurate.

"

Examples of prohibited acts include making records appear as though payments were made to
one person when, in fact, they were made to another; submitting expense accounts which do not
accurately reflect the true nature of the expense; altering time records to inaccurately reflect the
amount of time worked; changing the beneficiary on a claim to channel payments to an improper
recipient; deleting Medicare claims from the computer system without rerouting for reprocessing
and properly documenting the action; and the creation of any other record which does not
accurately reflect the true nature of the transaction.
False entries must never be made in any BCBSF record nor in any public record for any reason,
nor should permanent entries in the company's records be altered in any way. No payment or
receipt on behalf of BCBSF may be approved or made with the intention or understanding that any
part of the payment or receipt is to be used for a purpose other than that described in the
documents supporting the transaction. "Slush funds" or similar off-book accounts, where there is
no accounting for receipts or expenditures in corporate records, are prohibited. It is very important
that BCBSF employees not create or participate in the creation of any records which are intended to
mislead or to conceal.
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See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
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c. Computer Data and Programs
Data and programs contained on the company's computers are important company records.
BCBSF employees are prohibited from making any unauthorized modifications to any company
computer data or program. BCBSF employees are also prohibited from destroying, disclosing or
taking any company data or programs without authorization. Such actions may be illegal.

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the BCBSF Corporate Policies
and Procedures Manual.
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BCBSF encourages all employees to vote and be active in the political process. Federal and
state laws, however, limit the nature and extent of individual and corporate political participation.
For example, federal law prohibits corporate contributions to federal political candidates or office
holders; state law limits corporate contributions to candidates for state or local office to $500 per
candidate per election (generally, primary, run-off and general elections are considered separate
elections). Florida law also limits contributions by insurers to candidates for Insurance
Commissioner to $100 per election.
For purposes of this policy, the term "political contribution " includes direct or indirect
payments, loans, advances, deposits or gifts of money or any services. It also includes gifts,
subscriptions, memberships, purchase of tickets, purchase of advertising space, furnishing of
supplies, and payment of expenses and compensation of employees performing services for a
political organization, candidate or public official.
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17. POLITICAL AND CHARITABLE ACTIVITY AND CONTRI BUTIONS
a. Political Activity and Contributions

5009
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Leg9-I and regulatory practice require the retention of certain records for various periods of
time, particularly in the tax, person nel, health and safety, environmental, contract, corporate, and
government program areas. Generally speaking, an employee's personal records and drafts of
records need not be maintained. When litigation or a government investigation or audit is pending
or reasonably foreseeable, however, all relevant records must not be destroyed until the matter is
closed and this may include drafts and copies as well as employees' notes and papers. Destruction
of records to avoid disclosure in a legal proceeding may constitute a criminal offense. The Legal
Affairs Division or the Compliance Office will notify BCBSF employees of special retention
requirements related to litigation or government investigations or audits. BCBSF employees can
obtain information on retention periods and restrictions concerning company records from the
Records Retention Department. The Records Retention Department is responsible for coordinating
with the Legal Affairs Division to establish retention periods.

See BCBSF Corporate Records Retention Policies.
481 4
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d. Retention of Records

4984

Federal law and company policy also state that no one will be reimbursed for personal political
contributions. BCBSF will not pay an employee for his or her contribution to a political action
committee through a bonus, expense account, or other form of direct or indirect compensation.
Federal law and company policy also prohibit compensating employees for engaging in a political
activity during company time, with limited exceptions.

d. Computer Data

To maintain the maximum protection afforded to BCBSF's confidential and proprietary
information , the company must strictly enforce provisions designed to safeguard the confidentiality
of such information. For example, the integrity of the security provisions for BCBSF computer data
must be protected and used only by those authorized individuals to whom they are assigned. Every
precaution must be taken to ensure that identification codes and passwords do not become
available to unauthorized individuals. BCBSF employees who learn of data system security
violations should report such violations to their supervisors or to the Corporate Data Security
Officer. Supervisors are to report such violations to the Corporate Data Security Officer. The
Corporate Data Security Officer shall notify the Compliance Office and Internal Audit of any such
violation which may indicate an instance of employee fraud.

See BCBSF Corporate Data Policy, Corporate Policy No. 5. 1, in the Corporate Policies and
Procedures Manual.
e. Specific Guidelines Regarding Direct Requests for Information

If a BCBSF employee receives a question from outside the company, he or she should not
attempt to answer that question unless he or she normally would do so as part of his or her normal
job responsibilities. If the BCBSF employee does not normally answer such questions as part of his
or her job responsibilities, he or she should refer the person to the appropriate source within the
company.
For example, if an employee receives a request for information or to conduct an interview from
a law enforcement officer, the employee should refer the request to the Legal Affairs Division. An
employee should also refer to the Legal Affairs Division any such request from any attorney or
agent who represents any other party having a potential adverse interest. Similarly, unless the
employee has been authorized to talk to reporters, or to anyone else writing about or otherwise
covering the company or the industry, the employee should direct the person to the Public
Relations Division. If an employee does not know to which department the questioner should be
referred, the employee should ask his or her supervisor.
f.

Agreement Regarding Confidential and Proprietary Information

All BCBSF employees are required to sign statements upon joining BCBSF and at the
termination of their employment with BCBSF acknowledging that they understand the company's
policy on confidential and proprietary information , including the fact that their obligation to keep
such information confidential continues after their employment with the company has ended.
g. Self-Dealing ; Use of Inside Information

Occasionally, a BCBSF employee may acquire information that might benefit him or her
personally, a BCBSF competitor or some other person. A BCBSF employee might learn of certain
financial information, for example, or be among the first to learn of a strategic business plan , a
marketing plan, or other significant inside information. A BCBSF employee might also have inside
information about advertising strategies, proposed acquisitions, or the operation of software systems.

I

Although BCBSF is not a publicly traded company, it deals with companies which are. It is a
violation of the law for any person to buy or sell securities of a company while in possession of
"inside" information regarding that company. " Inside" information is non-public information to
which a reasonable person would likely attach significance in determining whether to buy or sell
securities. BCBSF employees must not use, or pass on to others to use, such inside information in
trading in a company's securities.
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Company policy does not prohibit the establishment of legally constituted employee political
action committees which may make political contributions on behalf of their members. BCBSF's
Florida Health PAC is such a committee, organized and administered in strict accordance with the
law. Membership is entirely voluntary. Only to the extent permitted by law are company funds and
assets used to pay the administrative costs of such committees.

Trade secrets;
Information which could aid others' fraud or misuse of the company's products or
services, or invasion of privacy;
Research information and/or data which would be of value to others; or
Provider contracts and pricing arrangements.

Company policy prohibits employees from soliciting political contributions on company
property during working time and from distributing political literature in working areas at all times,
non-working areas during employees' working time, and in lobbies open to the public. Exceptions
to this policy must be approved by the Senior Vice President of Human Resources. One approved
exception is that BCBSF's Florida Health PAC may solicit exempt employees on company property
during working time.

Any employee who has a question as to whether a particular matter is confidential or
proprietary should contact his or her supervisor or the Legal Affairs Division.
b. Basic Guidelines Regarding Proprietary and Confidential Information

Basic guidelines regarding BCBSF's proprietary and confidential information are:

�I•

(1) Any company proprietary information to which BCBSF employees may have access should
be discussed with others within the company only when employees need to know the
information for purposes of company business.

The political process has become highly regulated, and any BCBSF employee who has any
question about what is or is not proper should consult with the Compliance Office or the Legal
Affairs Division before agreeing to do anything that could be construed as involving BCBSF in any
political activity at the federal, state, or local level.

(2) Disclosure of BCBSF proprietary or confidential information to any individual or group
outside of the company or its subsidiaries, other than marketing information ordinarily
provided to our customers and proprietary or confidential information provided to third
parties who need the information to provide services to BCBSF, should occur only after
consultation with the Legal Affairs Division. When proprietary or confidential information
is provided to third parties who need the information to provide services to BCBSF,
confidentiality notices or agreements should be used whenever possible.

�1:;

See BCBSF Solicitation and/or Distribution of Literature Policy, Human Resources Policy No.
4. 1, in the BCBSF Human Resources Policies and Procedures Manual.
b . Charitable Activity and Contributions
BCBSF supports a corporate contributions program based on the belief that as a corporate
citizen, it has an obligation to respond to community, economic and social needs. BCBSF's policy
is to be prudent and conservative in making such contributions. The company's policy permits the
support of qualified charitable organizations with financial and non-financial assistance and loaned
personnel. Charitable organizations which will be supported by BCBSF must meet the following
criteria: be located in Florida and serve Floridians; possess exemption by the Internal Revenue
Service under section 501 (c)(3) of the Tax Code; address company community outreach goals and
targets; not duplicate the work of other organizations supported by the company within the same
geographic or program area; have a current, satisfactory audit conducted by a certified public
accountant; and have a long-standing reputation for credibility and integrity.

(3) BCBSF employees must always be alert to inadvertent disclosures which may arise in
either social conversations or in normal business relations with personnel outside of the
company. An example of such contact is a questionnaire that BCBSF receives from a
consulting firm, trade association, competitor or from another Blue Cross and Blue Shield
company which requests confidential or proprietary information.

See BCBSF Confidential and Proprietary Information Policy, Human Resources Policy No. 4. 10,
in the BCBSF Human Resources Policies and Procedures Manual; Release of Patient-Identifiable
Medical Information ("PIM/") Policy, Corporate Policy No. 1.23, and BCBSF Corporate Data Policy,
Corporate Policy No. 5. 1, in the BCBSF Corporate Policies and Procedures Manual.
c.

BCBSF's charitable contributions policy makes its corporate officers accountable for community
service and social responsibility activities in cooperation, coordination and consultation with the
Public Relations Division. All expenditures for charitable contributions must be coordinated by the
Public Relations Division and approved by management as set forth in the BCBSF Charitable
Contributions Policy. The policy requires that charitable contributions should be included in the
Public Relations budget, not in individual budgets as travel and entertainment expenses.

Patient Identifiable Medical Information

Special rules govern the release of patient-identifiable medical information ("PIMI") to persons
outside of the company. The Corporate Data Security Officer and the Executive Staff in consultation
with the Legal Affairs Division may grant approval to release PIMI to persons outside of the company.
The recipient of PIMI must sign appropriate indemnification and nondisclosure agreements approved
by the Corporate Data Security Officer and the Legal Affairs Division.

PIMI may be released to any person or entity outside of BCBSF provided patient consent to the
release of PIMI to an external entity has been received by BCBSF in such form and substance as is
acceptable to the Corporate Data Security Officer and the Legal Affairs Division.

See the Release of Patient-Identifiable Medical Information ("PIM/") Policy, Corporate Policy
No. 1.23, in the BCBSF Corporate Policies and Procedures Manual.

tJ
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BCBSF's charitable contributions policy recognizes that certain activities, such as service on
voluntary agency boards, involvement in Chamber of Commerce activities or membership in
organizations such as Rotary or Civitan may support marketing efforts by building and influencing
business relationships. BCBSF requires its employees to budget carefully these activities separately
from charitable contributions expenditures.

See BCBSF Corporate Charitable Contributions Policy, Corporate Policy No. 10. 10, in the
BCBSF Corporate Policies and Procedures Manual.

4753

4284

4800
4918
49

*
49

4998
4:

24

+

4845
4

369

4874

4

421
48
3584

D. POLICIES GOVERNING WORK ENVIRONMENT AN D EMPLOYEE RELATIONS
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1. SAFETY, HEALTH AND ENVIRONMENTAL PROTECTION
41
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BCBSF and its individual employees are responsible for maintaining a safe and healthful work
environment. BCBSF is committed to protecting the environment and minimizing the impact of its
operations on the land, air and water. All BCBSF employees have a responsibility to abide by safe
operating procedures, to guard their own and their fellow employees' health and to maintain and
utilize pollution control systems. It is BCBSF's policy to comply with all laws and regulations
affecting safety, health and environmental protection. BCBSF employees must comply with
BCBSF's fire, safety, health or security regulations, BCBSF's procedures for handling and managing
hazardous chemicals, and its Asbestos Management Program.
Employees must report to their supervisors conditions which they perceive to be unsafe,
unhealthy or hazardous to the environment. Employees must report violations of the Asbestos
Management Program to the BCBSF Occupational Hazards Specialist. The BCBSF Occupational
Hazards Specialist must report all such violations to the Compliance Office. In the event of a fire,
employees must activate the fire alarm or notify the Security Desk (at extension 6000), Floor Safety
Captains, Section Leaders or Managers.

See BCBSF's Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF
Human Resources Policies and Procedures Manual, the BCBSF Asbestos Management Program,
and the BCBSF Employee Security Guide.
2. EMPLOYEE RELATIONS

481 4

a. Equal Employment Opportunities
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See BCBSF's Equal Employment Opportunity Policy, Human Resources Policy No. 2. 1, and
BCBSF's Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
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b. Standard of Conduct
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BCBSF's goals as outlined in its Corporate Vision include the company selecting the best
people, organizing effectively, and offering satisfaction and growth opportunities for its employees.
In seeking these goals, it is BCBSF's policy to provide equal employment opportunities to
individuals who are qualified to perform job requirements, regardless of their race, color, religion,
national origin, handicap, sex, age or veteran status. Equal opportunity shall be provided in all
aspects of the employment relationship, including recruitment, hiring, work assignment,
performance evaluation, promotion, transfer, termination, wage and salary administration, and
selection for training.
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See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
3.

PROPER ACCOUNTING

BCBSF maintains a system of internal controls which it believes provides reasonable assurance
that transactions are executed in accordance with management's authorization and are properly
recorded in accordance with appropriate accounting procedures. The system is characterized by a
control-oriented enviro_nment which includes written policies and procedures and examination by a
professional staff of internal and external auditors. All BCBSF employees are expected to adhere to
these policies and to cooperate fully with BCBSF internal and external auditors.

I
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All company payments and other transactions must be properly authorized by management and
be accurately and completely recorded on BCBSF's books and records in accordance with generally
accepted accounting policies. Employees may not make any false, incomplete or misleading entries.
No undisclosed or unrecorded corporate funds shall be established for any purpose, nor should
company funds be placed in any personal or noncorporate account. All corporate assets must be
properly protected and asset records regularly compared with actual assets with proper action
taken to reconcile any variances.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual, BCBSF Corporate Disbursement Policy, Corporate
Policy No. 2. 10, and BCBSF Petty Cash Policy, Corporate Policy No. 2.25, in the BCBSF Corporate
Policies and Procedures Manual.
4. SAFEGUARDING INFORMATION GAINED AS AN EMPLOYEE OF BCBSF
a. Confidential and Proprietary Information

During and subsequent to their employment with BCBSF, BCBSF employees must appropriately
safeguard the company's proprietary and confidential information.
Confidential or proprietary information of BCBSF includes any information which is not
generally disclosed and which is useful or helpful to the company and/or which would be useful or
helpful to competitors of the company. Confidential information of BCBSF includes any sensitive or
classified information to which an employee may gain access solely by virtue of his or her
employment with BCBSF. Proprietary information includes information in which BCBSF has an
ownership interest; this information relates to unique ideas or data generated from within the
organization to help determine the course of decision making by BCBSF.
Examples of confidential or proprietary information include, but are not limited to:
•

BCBSF's Standard of Conduct Policy requires that its employees conduct themselves during
work hours and while on BCBSF premises in a man ner which promotes the safety and welfare of
employees, encourages a cooperative environment and protects personal rights and corporate
property. BCBSF's Standard of Conduct Policy will be administered in a fair, consistent and
uniform man ner with recognition of the dignity and respect to which each employee is entitled. In
like man ner, each employee is expected to treat his or her fellow employees, BCBSF subscribers
and the public with the respect and dignity to which they are entitled.

•
•
•
•
•

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.

•

Information about subscribers, for example, confidential patient-identifiable medical
information;
Information obtained from legal, person nel, or medical files;
company planning and budgeting information;
Information regarding insurance claims;
Corporate negotiations of any nature, including proposed acquisitions or dispositions;
Marketing and sales information which reveals the company's marketing strategies;
information or marketing decisions with respect to particular offerings, or information
which reveals the company's assessment of the marketplace;
Data processing software or computer programs and/or processing techniques;
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While it is impossible to list every possible conflict of interest, the following situations are
considered to have the potential of raising a conflict of interest:
•
•
•
•
� I•

•

m

An individual takes a leadership or fiduciary position in an organization which currently
competes with or is a potential competitor of BCBSF or one of its subsidiaries or affiliates.
An employee enters into a business relationship with another person or business entity
which may cause the employee to disclose information which is considered confidential or
proprietary to BCBSF, its subsidiaries or affiliates.
An employee becomes involved in another business relationship which requires such personal
time or com mitment that the performance of the employee's duties to BCBSF suffers.
An employee enters into a business relationship with any person or business entity
providing services to BCBSF, its subsidiaries or affiliates, or its contract holders, such as a
hospital, a physician, or a vendor.
An employee or member of his family accepts gifts, excessive or unusual entertainment, or
other favors from any person or firm which does, or is seeking to do business with, or is a
competitor of, BCBSF under circumstances from which it might be inferred that such
action was intended to influence the individual in the performance of his or her duties.
This does not include the acceptance of items of nominal or minor value which are of such
a nature as to indicate that they are merely tokens of respect or friendship and not related
to any particular transaction.

All employees have an ongoing affirmative duty to bring to the attention of their supervisor, the
Human Resources Employee Relations Department, the Legal Affairs Division, the Compliance
Office, or call the Compass™ Helpline at (904)791-6300 (non-Jacksonville employees may call
1 (800)333-9797, ext. 6300) about any situation which may create an actual or potential conflict of
interest. Any employee who is in doubt regarding whether a situation creates an actual or potential
conflict is required to bring the situation to the attention of his or her supervisor. The employee's
supervisor shall consult with the Human Resources Employee Relations Department, the Legal
Affairs Division, or the Compliance Office to assess the nature and extent of any concern and how it
should be resolved. Should a determination be made that an employee's activity poses a potential
conflict of interest, the Compliance Office must be consulted to determine the appropriate action to
be taken, including the possibility of the employee removing or recusing himself or herself from the
BCBSF activity which poses the conflict.
All officers, exempt-level employees and all non-exempt employees in certain specified jobs to
be designated by management, are required, upon hire and on an annual basis, to complete and
sign a Conflict of Interest Disclosure Statement. Members of BCBSF's Board of Directors also are
required, upon election to the Board and on an annual basis, to complete and sign a Conflict of
Interest Disclosure Statement.

See Conflict of Interest Policy, Human Resources Policy No. 4. 1 1, in the BCBSF Human
Resources Policies and Procedures Manual.

2.

USE OF COMPANY FUNDS AND ASSETS

BCBSF assets are to be used solely for the benefit of the company. BCBSF employees are
responsible for assuring that company assets are used only for valid company purposes. Company
assets include equipment, inventory, corporate funds, and supplies. In addition, company assets
also include corporate data, concepts, business strategies and plans, financial data, and other
information about BCBSF's business. These assets may not be used to provide personal gain for
BCBSF employees or others. BCBSF employees may not transfer any company assets to other
persons or entities, except in the ordinary course of business.

c. Prohibitions Against Discrimination and Harassment

BCBSF prohibits discrimination against employees based on race, color, religion, national
origin, handicap, sex, age or veteran status. These com mitments can only be met if all employees
treat each other with courtesy and fairness and have respect for the dignity of the other person.
Laws prohibit discrimination against minorities, sexual harassment, and similar misconduct.
BCBSF prohibits sexual harassment of its employees by supervisors, co-workers, or
non-employees. Prohibited "sexual harassment" includes any unwelcome sexual overtures,
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature in any
of three situations: (i) when submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment; (ii) when submission to or rejection of such
conduct by an individual is used as a basis for employment decisions affecting such individual; or
(iii) when such conduct has the purpose or effect of interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working
environment.

See BCBSF's Equal Employment Opportunity Policy, Human Resources
Policy No. 2. 1, and BCBSF's Standard of Conduct Policy, Human Resources
Policy No. 4. 1, in the BCBSF Human Resources Policies and Procedures Manual.

3.

INFORMATION ABOUT EMPLOYEES

BCBSF generally prohibits the disclosure of information about company
�
employees to third parties outside of the company and its subsidiaries unless
the employee authorizes the disclosure or a court orders such disclosure. As
a general rule, when BCBSF is asked to provide employment references, the company will, only with
the written consent of the employee or former employee who is the subject of the inquiry, confirm
an individual's dates of employment, job title and salary.
Disclosure of personnel information without prior written consent of the employee is permitted
upon the request of a physician who is attempting to inform an employee about a medical problem,
or in other emergency situations which in the judgment of the Manager of the Human Resources
Information Center justify timely disclosure of personal information. Additionally, verification of
present or past employment, including job titles and dates of employment may be released to a
verified personnel representative of another organization (without written consent of the employee).

See BCBSF Employee Records - Access to - Policy, Human Resources Policy No. 10.2, in the
BCBSF Human Resources Policies and Procedures Manual.

� SUBSTANCE ABUSE
It is the policy of BCBSF to maintain a drug-free workplace. BCBSF recognizes the impact that
the use of alcohol and/or drugs can have on the performance of its employees and on the safety of
its work environment.
The use, sale, manufacture, distribution, purchase, possession, dispensfng, or being under the
influence of illegal drugs, non-prescribed controlled substances or alcohol on company property,
while on company business or while operating a company-owned or leased vehicle is prohibited. In
order to detect the use of these substanc13s, employees may be directed to submit to a drug test.
The use of alcoholic beverages by company employees on company premises or on company
assignment may take place only when approved by the Human Resources Com mittee as part of an
approved company function.
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Employees found to be in violation of this policy (including refusal to submit to testing) will be
subject to discipline, up to and including termination of employment, and any illegal drugs found on
company property will be turned over to appropriate law enforcement authorities.
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5. WEAPONS O R FIREARMS
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An employee who is convicted on a work-related drug or alcohol charge, or an employee who
is charged with or indicted on a work-related drug or alcohol violation where an independent
company investigation finds a violation of this policy, may be subject to discipline, up to and
including termination of employment. An unpaid leave of absence may be considered depending on
the severity of the situation ..

See BCBSF Substance Abuse Policy, Human Resources Policy No. 4. 13, BCBSF Standard of
Conduct Policy, Human Resources Policy No. 4. 1, BCBSF Food and Beverage Consumption on
Company Property Policy, Human Resources Policy No. 4. 8, in the BCBSF Human Resources
Policies and Procedures Manual, and BCBSF Vehicle Usage Policy, Corporate Policy No. 3.21, in the
BCBSF Corporate Policies and Procedures Manual.
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Any employee who is charged with, indicted or convicted of a work-related drug or alcohol
violation must report this information to the Director of Employment/Employee Relations no later
than five (5) days after such charge, indictment or conviction. In the case of an officer of the
company, the officer must report any charge, indictment or conviction of a work-related drug or
alcohol violation to the Senior Vice President of Human Resources.

BCBSF employees are prohibited from carrying on their person or displaying weapons or
firearms on company property. A BCBSF employee who believes another employee is carrying a
weapon or firearm or sees a weapon or firearm being displayed on company property should
immediately contact his or her supervisor, company Safety and Security or the Compliance Office.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, in the BCBSF Human
Resources Policies and Procedures Manual.
6. WORK-RELATED CHARGES, INDICTMENTS OR CONVICTIONS
Any BCBSF employee who is charged with, indicted or convicted of an offense committed on
company property or an offense related to or adversely affecting his or her employment must
report this information to the Director of Employment/Employee Relations no later than five (5)
days after such charge, indictment or conviction. In the case of an officer of the company, the
officer must report any such charge, indictment or conviction to the Senior Vice President of
Human Resources. Upon review of the nature and circumstances of the charge, indictment or
conviction, the BCBSF employee's department head in conjunction with the Human Resources
Employee Relations Department may request the employee who is charged with or indicted for an
offense committed on company property or an offense related to or adversely affecting his or her
employment to take an unpaid leave of absence. A conviction of such an offense may be grounds
for other disciplinary action.

See BCBSF Standard of Conduct Policy, Human Resources Policy No. 4. 1, and BCBSF Unpaid
Leave of Absences, Human Resources Policy No. 7. 1, in the BCBSF Human Resources Policies and
Procedures Manual.

7. DISCIPLINARY ACTION
Compliance with the Compass Program™ is the responsibility of each BCBSF employee.
Supervisors are expected to become knowledgeable about and to administer the Program;
supervisors are to bring to the attention of their employees any areas in which knowledge of and
adherence to the Program should be improved. An employee's clear infraction of the Compass
Program™ , applicable laws, regulations, or of prevailing business ethics will lead to appropriate
disciplinary action against him or her which may include reprimand, probation, suspension,
reduction in salary, demotion or dismissal - depending on the seriousness of the offense.
Disciplinary action will be taken in accordance with the procedures required by BCBSF's Corrective
Action - Employee Behavioral Problem Policy and Procedure, Human Resources Policy No. 4.2,
and BCBSF's Termination Policy, Human Resources Policy No. 2.9, in the BCBSF Human Resources
Policies and Procedures Manual.

I
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Violation of the Compass Program™ also may lead to legal action, if appropriate. Grounds for
disciplinary action (and possible discharge) under this Program include:
•
•
•
•

Violations of the Program.
Failure to report a violation of the Program.
Direct or indirect retaliation against an employee who reports a violation of the Program.
A supervisor's negligence in assuring that his or her employees comply with the Program,
or a supervisor's condoning, aiding or abetting a violation of the Program.

B. POLICIES G OVERNING PROTECTIO N AND USE O F
COMPANY ASSETS AN D I N FORMATION
Each BCBSF employee has a duty to the company. Each employee must always act for the
company's welfare, protect its assets, and be loyal to it.

1. CONFLICTS OF INTEREST
BCBSF employees must avoid situations where their personal interests could conflict or
reasonably appear to conflict with the interests of BCBSF. A conflict of interest occurs whenever an
employee permits the prospect of direct or indirect personal gain to influence improperly his
judgment or actions in the conduct of company business.
Thus, direct or indirect participation by an employee or a member of the employee's immediate
family in any arrangement, agreement, investment, employment, consultation, contract, or other
activity which could result in personal benefit at the expense of BCBSF's interest must be avoided.
In addition, employee relationships with other business entities which raise questions as to whether
the employee can act solely and totally in the best interests of BCBSF must be avoided.

I

With the growth in two-career families and expansion in the industry, a BCBSF employee may
be confronted with the situation where his or her spouse, another member of the employee's
immediate family, or someone close to the employee is a competitor or supplier of BCBSF or is
employed by a competitor or supplier of BCBSF. The closeness of the relationship might lead an
employee to inadvertently compromise BCBSF's interests. A situation, however harmless it may
appear to the employee, could raise suspicion among associates that might affect working
relationships. The very appearance of a conflict of interest can create problems regardless of the
behavior of the BCBSF employee involved.

4
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5. DEFINITIONS

7. ARRESTS ON COMPANY PROPERTY OR WHILE ON COMPANY BUSINESS

For purposes of the Compass Program™ :
a. The term "employee" is used in the general sense, meaning to include any person who is
employed by or works on behalf of BCBSF, including officers and directors.
b. The term "supervisor" is used in the general sense, meaning to include any person who
directly supervises a BCBSF employee whether that person's actual title is supervisor,
manager, director, vice president or other officer of the company.
c. The term "good faith" is used to describe actions taken with sincerity and without the
intention of deceiving, causing harm to another or seeking an unconscionable advantage.
d. The term "family" is used to describe a person's spouse and minor child/children.
e. The term "fraud" is used to describe the knowing and intentional taking of, or attempting
to take, money, property or other company assets without proper consent or authorization;
any knowing untrue statement or misrepresentation or omission made with the intent to
procure money, property, or other assets; or with the intent to either temporarily or
permanently deprive the company of a right to the property for personal use or for the use
of any person not entitled to it. Fraud also includes all conduct which is defined as such
by applicable federal or Florida law._

An employee who is arrested on company property or while on company business must report
that arrest to the Director of Employment/Employee Relations within five (5) days of the arrest. In
the case of an officer of the company, the officer must report such an arrest to the Senior Vice
President of Human Resources.

The Compass Program rM is designed to provide guidance to BCBSF employees on matters of
ethics and business conduct. This booklet is not designed to be a basis tor civil liability and it
shall not be admissible in evidence in any civil action against BCBSF, its directors, officers or
employees. Notwithstanding the foregoing provisions of this paragraph, when BCBSF institutes
an action or proceeding against one or more of its directors, officers, or employees, violation of
the Compass Program ™ may be considered as prima tacie evidence that a legal duty has been
breached and this booklet and any alleged violation thereof shall be admissible in evidence in
such action or proceeding. Violation of the Compass Program ™ shall not give rise to a cause of
action against BCBSF, or its directors, officers or employees, nor should it create any
presumption that a legal duty has been breached.
IIffl

See BCBSF Corporate Fraud and Abuse Policy, Corporate Policy No. 1.33, in the BCBSF
Corporate Policies and Procedures Manual.
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6. REPORTING VIOLATIONS
Each employee must not only comply with the Compass Program™, but must also report any
activity which the employee in good faith believes is or may be a violation of the Program.
Reporting violations is an expected, accepted and protected behavior, not the exception to the rule.

4284

BCBSF is committed to providing procedures under which employees can report violations of
the Compass Program™, applicable laws, regulations and policies governing the company's affairs
without fear of reprisal. To report such violations, an employee should contact his or her
supervisor, the Legal Affairs Division, the Human Resources Employee Relations Department, or
the Compliance Office. Supervisors and members of the Legal Affairs Division and the Human
Resources Employee Relations Department who receive information about any potential violation
involving employee fraud, improper payment or receipt of money or items of value, or antitrust or
environmental law1 must immediately report that information to the Compliance Office. The
Compliance Office shall keep a written record of all such reports and suspected violations.
Reports of suspected unethical or illegal conduct may alternatively
be made to the Compass™ Helpline at (904)791-6300 (non-Jacksonville
employees may call 1 (800)333-9797, ext. 6300). No employee shall be
subject to any reprisal for a good faith report of a suspected violation of
the Compass Program™ or related laws, regulations and policies;
reporting employees, absent compelling circumstances, will not be
granted any immunity for their participation in any violation. A reporting
employee may be subject to disciplinary action for his or her
participation in a violation.
From time to time, all personnel will be requested to certify their
knowledge of and compliance with the Compass Program™.
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Violations of the Asbestos Management Prog ram must be reported to the BCBSF Occupational Hazards Specialist. The
BCBSF Occupational Hazards Specialist m ust report all such violations to the Compliance Office.
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BCBSF is committed to conducting its business with integrity and in accordance with all
federal, state, and local laws to which its business activities are subject It is the long-standing
policy of BCBSF to prevent the occurrence of unethical or unlawful behavior, to halt such behavior
as soon as reasonably possible after its discovery, to discipline employees who violate BCBSF
policies, including individuals responsible for the failure to report or detect a violation, and to
implement any changes in policy and procedure necessary to prevent recurrences of a violation.
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The aim of BCBSF's Compass Program™ is to integrate the standards set forth in the
Compass™ booklet and other related policies into the daily business activities of BCBSF through
education, training, investigation, detection and reporting. To fulfill this aim, the Board of Directors
has authorized the creation of the position of Compliance Officer to coordinate activities and assist
management in the implementation of the Compass Program™ and the Business Conduct and
Ethical Standards Compliance Committee (the "Compliance Committee") of the Board of Directors
to oversee compliance activities. The Compliance Officer shall report directly to the General
Counsel of the company. The Compliance Officer shall have direct access to the Compliance
Committee of the Board at any time and shall provide reports at least annually to the Committee
with respect to the Compass Program™ generally, as detailed hereafter.
BCBSF is committed to establishing an environment that encourages and allows empl_oyees to
seek and receive prompt guidance about any questions they have concerning the Compass
Program™ or what constitutes a violation of the Program or any local, state or federal law, rule or
regulation. The Compass Program™ requires that BCBSF subsidiaries and BCBSF political action
committees also comply with BCBSF's Compass Program™ .
The designation of a Compliance Officer in no way diminishes or vitiates the responsibility of
any employee to comply with all BCBSF policies and procedures, nor does it diminish any
supervisor's responsibility to ensure that those employees for which the supervisor has
responsibility comply with the Compass Program™ and related laws. regulations and policies. The
company requires all of its employees to comply with the Compass Program™ and related laws,
regulations and policies. Failure to comply will subject an employee to disciplinary action.
All BCBSF employees shall report all potential noncompliance with the Compass Program™.
The program details a variety of means to report such noncompliance, protecting confidentiality
where appropriate. No individual's position or influence is considered to be more important than
the goal of institutional integrity. Reporting employees shall not be
subject to any reprisal for a good faith report of a suspected violation
of the Compass Program™ ; reporting employees, absent compelling
circumstances, will not be granted any immunity for their
participation in any violation. A reporting employee may be subject to
disciplinary action for his or her participation in a violation.
�
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A. BACKGROUND AN D ORGANIZATION

2. GENERAL BUSINESS CONDUCT
The Compass Program™ reaffirms and continues a long-standing BCBSF policy that all BCBSF
directors, officers and employees must conduct business morally, ethically and in conformance
with applicable laws in all places and at all times. No BCBSF director, officer or employee should
attempt to use outside agents or other indirect means to violate or circumvent applicable laws and
regulations or the Compass Program™.

3. MANAGEMENT AND INDIVIDUAL RESPONSIBILITY

I

Each member of BCBSF management is responsible for making sure the employees under his
or her supervision are aware of and comply with the provisions of the Compass Program™. Each
supervisor is responsible for practicing diligent supervision to ensure the ethical business behavior
of his or her subordinates. Each member of BCBSF management must create a work environment
in which compliance is expected and encouraged and in which there is no suggestion that violations
might benefit BCBSF or a BCBSF employee's career.
Each director, officer and employee also has direct personal responsibility for following the
provisions of the Compass Program™ and taking the initiative to seek help or clarification to avoid
unethical or illegal business conduct. BCBSF directors, officers and employees are encouraged to
review this booklet on a regular basis, so that employees can incorporate these standards into their
daily practice.
No BCBSF director, officer or employee should ever be expected, encouraged or allowed to
violate any law, and no director, officer or employee should ever believe that breaking the law in an
attempt to help BCBSF is an indication of loyalty. To the contrary, the greatest loyalty that a
director, officer or employee can demonstrate to BCBSF is his or her unfailing attention and
adherence to the laws of the land. Many of the laws which govern BCBSF's business practices are
complicated and confusing and may conflict with what a director, officer or employee considers to
be ethically or morally acceptable. The Compass Program™ is designed to provide guidance to
directors, officers and employees on laws applicable to BCBSF's business so that they will be
equipped to make the decisions entrusted to them by the company without exposing themselves or
the company to civil or criminal liability.

�Ii

4. INTERPRETATION
If a director, officer or employee has any question in interpreting or applying the guidelines set
forth in the Compass Program™ or is doubtful about the propriety of some action. it is that
individual's responsibility to consult (as applicable) his or her supervisor, the Legal Affairs Division,
the Human Resources Employee Relations Department, the Compliance Office, or call the Compass
Program™ Helpline for guidance at (904)791 -6300 (non-Jacksonville employees may call
1 (800)333-9797, ext. 6300). This does not preclude an employee from seeking resolution of
questions about the interpretation or application of company policies or practices through the
established Employee Problem Solving Policy and Procedure, Human Resources Policy No. 4.4, in
the Human Resources Policies and Procedures Manual.
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. BU§KNI§S CO�DUC1r IPOUCIJE§
A. INTRODUCTION
1 . PURPOSE AND APPLICABILITY
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Blue Cross and Blue Shield of Florida, Inc. ("BCBSF") is committed to the principles of honesty,
integrity and fairness in everything that it does, so that as a company its activities reflect positively
on the government, the companies and individuals that it serves, and on BCBSF. The purpose of
these business conduct policies, which are collectively referred to as the Compass Program";M is to
provide basic guidance on the principal ethical and legal rules that affect BCBSF's activities in order
to bring to the attention of all directors, officers and employees conduct that might raise legal or
ethical questions and to clearly define for all BCBSF directors, officers and employees and those with
whom they do business the principles to be followed in business relationships.
The Compass Program™ applies to all BCBSF directors, officers and employees, subsidiaries
and to the company's Political Action Committee (Florida Health PAC). BCBSF's ethical conduct is
the very core of how we do business. It is essential that this Program become the basis for all our
business relationships. Ethical conduct by all BCBSF directors, officers and employees will enable
the company to continue to fulfill its goals as outlined in its Corporate Vision to:
Be recognized as an industry leader for quality, service and value.
Consistently deliver excellent service to our customers.
Be the low cost producer which will sustain a competitive advantage by managing the cost
of health care.
Be actively engaged in addressing the problems of accessibility of quality health care for all
members of society within the context of the company's capabilities.
Select the best people, organize effectively, and offer satisfaction and growth opportunities
to BCBSF employees.
This booklet does not cover all of BCBSF's policies or include all details regarding any policy.
More detailed policy statements and procedures referenced in this booklet are available upon request
from the Compliance Office. Where any provision of this booklet conflicts with a previously
established policy of the company, the provision of this booklet will supersede and apply to the
situation. A BCBSF director, officer or employee who has any questions about how to resolve such a
conflict should consult with (as applicable) his or her supervisor, the Human Resources Employee
Relations Department, the Legal Affairs Division, the Compliance Office or call the Compass
Program™ Helpline at (904)791-6300 (non-Jacksonville employees may call 1 (800)333-9797, ext.
6300). This does not preclude an employee from seeking resolution of questions about the
interpretation or application of company policies or practices through the established Employee
Problem Solving Policy and Procedure, Human Resources Policy No. 4.4, in the Human Resources
Policies and Procedures Manual.
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Nothing contained in this booklet constitutes a contract of employment. Neither this booklet
nor any part of the Compass Program™ should be construed by any current or prospective
director, officer or employee of BCBSF as creating an express or implied contract of employment or
continued employment with BCBSF. Circumstances will require that the policies included in this
booklet be changed from time to time. Consequently, BCBSF reserves the right to modify them as
it deems appropriate and revisions will be distributed to directors, officers and employees.

B. COMPASS PROGRAM™ MONITORING RESPONSIBILITIES
1.

CORPORATE COMPLIANCE OFFICER

BCBSF shall appoint a Compliance Officer. The Compliance Officer will have responsibility for
overseeing compliance with all applicable laws, the Compass Program™ and related company
policies and procedures. The Compliance Officer, if an attorney, will advise BCBSF on legal issues
relating to compliance.
The specific oversight responsibilities of the Compliance Officer will consist of the following:
•
•
•
•
•

To oversee distribution of BCBSF's Compass Program™ materials to all BCBSF employees,
subsidiaries, political action committees and others specified in this Program and to
oversee the training, monitoring and auditing procedures.
To receive suggestions from directors, officers and employees for updating the Compass
Program™ and related company policies to ensure that they are efficient and effective.
To review, update and modify the Compass Program™ and related company polices as
appropriate and as required by law and to secure the Executive Staff's approval of
significant changes in company policy.
To oversee investigations of violations of the Program involving employee fraud, improper
payment or receipt of money or items of value, or antitrust or environmental law and to
oversee administration of discipline for such violations which are uncovered.
To report to the Compliance Committee of the Board of Directors at least annually on the
functioning of the Compass Program™.

In addition to these responsibilities, the Compliance Officer is responsible for additional duties
to promote the overall effectiveness of the Program. The duties the Compliance Officer must
perform include:
(a) Review and keep current with all applicable laws, regulations, and standard operating
procedures relevant to the Compass Program™.
(b) Maintain records related to the Compass Program™.
(c) Conduct periodic Compass Program™ evaluations.
(d) Prepare reports on the implementation and effectiveness of the Compass Program™.
(e) Prepare reports for submission to governmental agencies with advice and approval of legal
counsel when appropriate.
(f) Coordinate with Internal Audit on periodic inspections and audits, including reviews of
standard operating procedures, operational checks and balances and management controls
to identify problems and to recommend corrective actions. The Compliance Officer is to be
promptly informed of all audits conducted by Internal Audit and outside entities. In
addition, copies of all draft, final and follow-up internal and government or regulatory
agency audit reports relating to the company's compliance with laws, regulations, or
standards of conduct (whether financial or nonfinancial) shall be provided to the
Compliance Officer.
(g) Oversee distribution of the Compass Program™ booklet to all the company's subsidiaries
and political action committees.
(h) Work with the Human Resources Employee Relations Department to institute programs and
procedures to screen employees for their propensity to engage in illegal activities so that
employees identified by such procedures do not have inappropriate discretionary authority.
(i) Coordinate with Internal Audit to ensure that periodic reviews of internal checks and
balances are performed to assure that no employee has complete autonomy in areas such
as compliance, inventory control, purchasing, and disbursement of funds.
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(j) Institute and maintain a system for reporting and investigating suspected violations
involving employee fraud, improper payment or receipt of money or items of value, or
antitrust or environmental law and institute and maintain a method of reporting to
memorialize events and protect all applicable privileges. This system shall include keeping
a written record of all reports of suspected violations of employee fraud, improper payment
or receipt of money or items of value, or antitrust or environmental law.
(k) Review areas of vulnerability in company procedures or policies demonstrated by detected
offenses or identified in comments from directors, officers and employees and initiate
modifications as needed to the Compass Program™ or company policies to prevent further
occurrences.
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Recording and Reporting Information - Our company's records must be accurately and
completely maintained. We should never make false entries in company records. False entries
in reports submitted to the government, in particular, may expose us or our company to civil
and criminal penalties.
See oaoe .................................................................................................................................. 1 8

•

The Compliance Officer shall take such other actions as are necessary and appropriate to
implement and improve the Compass Program™.
2.

5049

•

Political and Charitable Activity and Contributions -Complicated laws regulate political
contributions made by companies like BCBSF. For this reason, all political contributions made
from company funds should be cleared in advance with the Government Relations Division. None
of us should receive reimbursement from company funds for personal political contributions.
Corporate charitable contributions should be cleared with the Public Relations Division.
See oaoe.................................................................................................................................. 1 9

DISSEMINATION O F INFORMATION

A critical aspect of the Compass Program™ is the effective
communication of the Program and related policies to all employees. The
Compliance Officer is responsible for establishing procedures to ensure
that every employee is familiar with the Compass Program™ and
endeavors to abide by it. These procedures include the following:

�=�
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(a) All current employees and every newly hired employee will be
™
given a copy of the Compass Program booklet. Within 1 4 days
of receiving this material, the employee shall sign an acknowledgment stating that he or
she has reviewed the booklet, will take part in the Compass Program™ and agrees to abide
by its terms.
(b) The Compliance Officer is responsible for ensuring that these certifications are retained by
BCBSF for five years.
(c) The Compliance Officer shall cause to be posted in prominent places accessible to
all company employees a notice that summarizes important aspects of the Compass
Program™ including:
•
The company's commitment to comply with all applicable laws and regulations and
the standards of conduct set forth in the Compass Program™ booklet;
•
The identity of those to whom reports of suspected violations can be made;
•
That a reporting employee will not be subject to any reprisal for a good faith report of
a suspected violation and reporting employees, absent compelling circumstances, will
not be granted any immunity for their participation in any violation;
•
That the Compliance Officer will oversee investigations of suspected violations as
appropriate;
• That any company employee found to have engaged in misconduct will receive
prompt and appropriate discipline, up to and including termination; and
•
The identity of persons whom an employee can ask questions concerning the
Compass Program™.

D. POLICIES GOVERNING WORK ENVI RONMENT AN D EMPLOYEE RELATIONS See JJayv.:>....
•

21 -24

Safety, Health and Environmental Protection - Our company is committed to providing a
healthful work environment for us. We must abide by safe operating procedures to safeguard
the health and safety of all of us who work at BCBSF.
See

•

21

Employee Relations -We must not discriminate against employees or applicants on the basis
of race, color, religion, national origin, disability, sex, age or veteran status. We must not
engage in sexual harassment, including unwelcome sexual overtures, advances, requests for
sexual favors, or other similar conduct in any way which would adversely affect another
employee's work performance or create an offensive working environment.
See oaoe.................................................................................................................................. 21

•

Substance Abuse -We maintain a drug-free work place. We may not use or possess illegal or
non-prescribed drugs or alcohol while we are conducting the company's business, while on
company property, or while operating a company vehicle.
See oaae.................................................................................................................................. 22

•

Weapons or Firearms -We do not carry or display weapons or firearms while on company
property.
See

•

23

Work-related Charges, Indictments, or Convictions; Arrests while on company property or
while on company business -When and if we find ourselves personally charged with a
criminal offense, we must, in certain instances, report these matters to the Director of
Employment/Employee Relations.
See page.................................. ..

23
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•

Use of Bribes, Kickbacks, Gifts or Gratuities, Including Entertainment, in Business Dealings
-We market our company's products on the basis of price, quality and service. We should
not use gifts, bribes or entertainment to improperly influence our customers or anyone with
whom we deal.
See

•

10

3.

The Compliance Office, in coordination with legal counsel, the Human Resources Division and
management, is responsible for overseeing and coordinating all training of employees to comply
with the Compass Program™. Training procedures shall, at a minimum, consist of the following:
(a) All employees will receive, review and sign, within 14 days of their employment with
BCBSF, an acknowledgment stating that they have received and reviewed the Compass
Program™ booklet.
(b) Each supervisor will ensure that employees under his or her supervision receive training in
the Compass Program™ and relevant related policies as needed. The Compliance Office,
along with legal counsel, the Human Resources Division and Management, may assist in
the preparation and presentation of these training sessions.
(c) The Compliance Office is responsible for instituting procedures for documenting attendance
of employees at training sessions and retaining such records for five years. Management is
responsible for complying with such procedures.
(d) Educational materials specifically prepared to implement the Compass Program™ will be
reviewed at each training session.

Gratuities and Government Employees -We must faithfully abide by laws which regulate our
dealings with government officials. Strict laws impose gift limitations and reporting
requirements on gifts to federal, state and local officials. If we deal with government
employees, we are responsible for knowing these limitations and properly reporting any
expenditures.
See oaae.................................................................................................................................. 1 O

•

Kickbacks and Rebates - Neither we nor our families should receive personal kickbacks or
rebates from the company's customers.
See oaae.................................................................................................................................. 13

•

Contracts - Only company officers are authorized to sign contracts on behalf of the company.
All contracts must be reviewed, in advance of signing, by our Legal Affairs Division.
See

•

13

Travel and Business Related Expenses -We must promptly record business expenses which
we incur completely and accurately on expense reports. Entertainment, meals and travel
expenses which we report on expense reports must have a business purpose, and not be lavish
or extravagant. Most entertainment and meals for people outside the company cannot be
charged to government lines of business.
See oaae............................................................................ ...................................................... 14

•

Software Piracy -When using software, we must take care not to duplicate it or use it on any
machine unless the software license specifically permits it.
See oaae....................... ........ . .................................................................................................. 14

•

Antitrust -We must avoid engaging in any discussions or exchanging any information with
our competitors about pricing.

4.

REPORTING O F VIOLATIO NS

BCBSF is committed to the policy that all employees have an obligation to report any violation
of the Compass Program™ to their supervisor, the Legal Affairs Division, the Human Resources
Employee Relations Department, the Compliance Office, or call the Compass Program™ Helpline at
(904)791-6300 (non-Jacksonville employees may call 1 (800)333-9797, ext. 6300). Supervisors
and members of the Legal Affairs Division and the Human Resources Employee Relations
Department who receive information about any potential violation involving employee fraud,
improper payment or receipt of money or items of value, or antitrust or environmental law2 must
immediately report that information to the Compliance Office.
Reporting employees shall not be subject to any reprisal for a good faith report of a suspected
violation of the Compass Program™; reporting employees, absent compelling circumstances, will
not be granted any immunity for their participation in any violation. A reporting employee may be
subject to disciplinary action for his or her participation in a violation.
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To achieve these objectives, the Compliance Office is responsible for ensuring that the following
practices and procedures are implemented and publicized in writing to all employees:
(a) Employees may consult their supervisor, the Human Resources Employee Relations
Department, the Legal Affairs Division, the Compliance Office, or call the Compass
Program™ Helpline at (904)791-6300 (non-Jacksonville employees may call 1 (800)3339797, ext. 6300) about any questions regarding the Compass Program™. This does not
preclude an employee from seeking resolution of questions about the interpretation or
application of company policies or practices through the established Employee Problem
Solving Policy and Procedure, Human Resources Policy No. 4.4, in the Human Resources
Policies and Procedures Manual.
(b) Employees should contact their supervisor, the Legal Affairs Division, the Human
Resources Employee Relations Department, the Compliance Office, or call the Compass
Program™ Helpline at (904)791-6300 (non-Jacksonville employees may call 1 (800)3339797, ext. 6300) to report any suspected violation of the Compass Program™, related laws,
regulations or policies. Supervisors and members of the Legal Affairs Division and the

See oaae.................................................................................................................................. 15
•

TRAINING PROGRAMS

Advertising and Promotion of BCBSF Products and Services -All of our advertising must be
reviewed in advance by the Legal Affairs Division and the Corporate Advertising Department.
Our advertising must be truthful; we must not make misrepresentations to anyone.
See oaae................... ............................................................................................................... 17
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Violations of the Asbestos Management Program m ust be reported to the BCBSF Occupational Hazards Specialist. The
BCBSF Occupational Hazards Specialist must report all such violations to the Compliance Office.
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10

H u man Resou rces Employee Relations Department who receive such reports of suspected
Prog ram violations i nvolvi ng employee fraud , improper payment or recei pt of money o r
items o f value, o r antitrust or enviro n mental law3 m u st p romptly report t h e i nformation to
the Com p l iance Office. Employees shall not be su bject to any reprisal for a g ood faith
report of a suspected violation of the Com pass Program™ , related laws, reg u lations or
pol icies; reporting employees, absent compe l l i ng circu mstances, wil l not be g ranted any
i m m u n ity fo r the i r participation in any violation. A reporting employee may be subject to
d isci plinary action for his or her participation in a violatio n .
( c ) T h e Compl iance Office is responsible f o r a periodic review o f all reports received b y the
H u man Resou rces Division of suspected violations of the Com pass Prog ram™ or related
laws, reg u lations and policies. The Compliance Office will institute i nvestigations of
suspected violations when the Compl iance Officer deems such i nvestigations to be
approp riate. The Legal Affai rs Division, I nternal Audit Division and the Special
I nvestigations U n it will p rovide support to the Compl iance Office for such investigations as
needed. The Compl iance Office, the Legal Affai rs D ivision and supporting staff may access
employee personnel files and other confidential i nformation that pertains d i rectly to a
pending i n vestigatio n .
(d) T h e Compliance Office wi l l establish a n d publ icize t h e Com pass Prog ram ™ Helpline that
perm its reports of violations of the Program. This system should also be avai lable to
answe r q u estions regarding the Compass Prog ram ™ .

41
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5.

BCBSF will docu ment all reasons beh i nd d isci plinary actions taken against its employees fo r
violations of the Com pass Program ™ (and related laws, reg u lations and pol icies) . The su pervisor
and the H u man Resou rces D ivision wi l l ensure that such documentation is i ncl uded i n the
ind ividuals' person nel files, consistent with the p roced u res req u i red by BCBSF's Co rrective Action Employee Be havioral Problem Policy and Procedure, H u man Resou rces Policy No. 4.2, and
BCBSF's Termi nation Pol icy, H u man Resou rces Policy No. 2.9, i n the BCBSF H u man Resou rces
Policies and Proced u res Manual.

(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
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•

3

The natu re of the violation and the ram ifications of the violation to BCBSF and its cl ients;
Whether the individ ual was d i rectly or i n d i rectly i nvolved i n the violati on;
Whether the violation was willfu l o r u n i ntentional;
Whether the violation represented an isolated occu rrence or a pattern of cond uct;
Whether the individ ual in question reported the violation;
Whether the i n d ividual with held relevant o r material i nfo rmation concerning the violation ;
The deg ree to which the individ ual cooperated with the i nvestigation ;
If t h e violation consisted o f t h e fai l u re t o supervise another individ ual w h o violated the
Com pass Prog ram ™ (or related laws, reg ulations and policies) , the extent to which the
circumstances reflect i nadeq uate supervision o r lack of due d i ligence;
If the violation consisted of retal iation agai nst another individ ual for reporting a vio lation or
cooperating with an investigation, the natu re of such retaliatio n ;
The d isci p l i nary action previously i m posed for s i m i lar violations;
The individ ual's past violations; and
Any other facts which are reasonably relevant to the violation.

Violations of the Asbestos Management Program must be reported to the BCBSF Occupational Hazards Specialist. The
BCBSF Occupational Hazards Specialist must report all such violations to the Compliance Office.

Confl icts of Interest - We m u st avoi d situations where our personal i nterests could conflict or
appear to conflict with the i nterests of the company. A conflict of i nterest occ u rs whenever we
pe rmit the p rospect of personal gain to improperly i nfluence our busi ness judgment.
See page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4

•

Use of Company Funds and Assets - We should use company property only for busi ness
p u rposes, and only to benefit the com pany.
See page . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5

•

Proper Accounti ng - We m u st ensure that company payments and transactions are p roperly
autho rized by management and accu rately and com pletely recorded in company records i n
keeping with com pany pol icy a n d accepted accou nting practices.
See oaae . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

•

Safeguarding Information Gained as a n Employee of BCBSF - We must use com pany
i nfo rmation only for busi ness purposes. We all are responsi ble fo r p rotecting this ki nd of
i nformation from i nappropriate d isclosu re to those outside the company. It is especially
i m portant for us to safeg uard med ical i nformation about BCBSF insu reds and employees.
Special laws p rotect the confidential ity of th is type of i nformation.
See oaae . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

•

In determ i n i n g the approp riate d isciplinary action to i m pose for a violation of the Com pass
Prog ram™ (or related laws, reg u lations and pol icies) , the fol lowi ng factors wi l l be taken i nto
accou nt:

4782

89

D ISCIPLINARY ACTI ONS

B. P OL I CI ES G OVER N I N G PROTECTION AND USE OF C O M PANY ASSETS AND
I N FO RMATI O N - Everything which belongs to the company should be used only for company
busi ness.

Self-dealing - We are prohi bited from using i nformation gai ned th rough o u r employment at
BCBSF fo r our own benefit.
See oaae . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

C. POLI C I ES G OVERN I N G B U S I N ESS R ELATI O N S H I PS AN D TRAN SACTIONS - Laws,
reg u lations, and pol icies govern how we cond uct the company's business, that is, how we relate to
the company's customers, the pu blic, g overnment officials, business associates and com petito rs.
See pages . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9-20
•

Rece i pt of G ifts , Gratu ities or Favors , Including Enterta inment - We should not accept g ifts,
entertai n ment , favors, or other items of val ue from anyone o utside the company whose
motivation is to receive some special treatment in exchange for them. Because it may be
d ifficult to determ i ne whether the g iver's motivation is i m p roper, it is best to refuse g ifts offe red
to us by those outside the company.
See o aa e . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
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QlUH]K Rll�: JF lERIENClE SUMMARY OlF lBlU§IlNIESS CONDUCT POUCil!ES
To help you become familiar with our business conduct policies and procedures, summaries of key
sections are presented on the following four pages. While these summaries are intended to help you
find the answers to your business conduct questions, do not rely solely on these summaries to answer
your questions. Be sure to ·read carefully the full text of the relevant pages for complete answers to any
questions or concerns you may have.

A. INTRODUCTION - This section explains why we have business conduct policies and procedures
and how they should be applied.

See pages....................................................
•

1 -4

Purpose -The purpose of the Compass™ booklet is to clearly state the legal and ethical rules
which affect company activities for employees, officers, and directors so that we will
understand and apply them in our business dealings.
See page.................................................................................................................................... 1

•

•

General Business Conduct -All company directors, officers, and employees must conduct
business morally, ethically and in compliance with all applicable laws.

•

BCBSF's Board of Directors shall create and maintain a Business Conduct and Ethical Standards
Compliance Committee of the Board of Directors (the "Compliance Committee"), composed of
outside directors, which is to handle compliance matters. The responsibilities of this Committee are:
1 . To work with BCBSF's auditors, legal counsel and the Compliance Office to ensure that the
company complies with its Compass Program™ and related laws, regulations and policies.
2. To receive suggestions from directors and officers for updating the company's Compass
Program™ and related company policies, to forward such suggestions as appropriate to the
Compliance Office, and to ensure that the Compass Program™ is efficient and effective.

Management and Individual Responsibility -Supervisors are responsible for making sure
that employees under their supervision are aware of and comply with the Compass Program™.
Each employee also is personally responsible for following the policies included in the program
and seeking help when needed to avoid unethical or illegal business conduct.

4. At least annually, meet with the Compliance Officer with respect to the
Compass Program™ generally, including:

Interpretation - If you have a question about the Compass Program™, that is, how it should
be interpreted or applied, it is your responsibility to contact your supervisor, the Legal Affairs
Division, the Human Resources Employee Relations Department, the Compliance Office, or call
the Helpline at (904)791 -6300 or 1 (800)333-9797 ext. 6300 for guidance.
2

Reporting Violations -We are all responsible not only for complying with the business
conduct policies included in the Compass™ booklet, but also for reporting any activity which
we in good faith believe may be a violation of them. Reporting violations is required, and failure
to report a known or suspected violation can itself be a cause for discipline. To report
violations, contact your supervisor, the Legal Affairs Division, the Human Resources Employee
Relations Departmerit, the Compliance Office or call the employee helpline.
See page.................................................................................................................................... 3

•

C. ROLE OF THE BUSINESS CONDUCT AND ETHICAL STANDARDS
COMPLIANCE COMMITTEE OF THE BOARD OF DIRECTORS

3. To review and suggest to the Compliance Office any necessary improvements in the
standards of conduct set forth in the Compass Program™ booklet and related company
policies.

See page........................
•

Disciplinary action will be taken in accordance with the procedures required by BCBSF's
Corrective Action - Employee Behavioral Problem Policy and Procedure, Human Resources Policy
No. 4.2, and BCBSF's Termination Policy, Human Resources Policy No. 2.9, in the BCBSF Human
Resources Policies and Procedures Manual.

See oaae.................................................................................................................................... 2

See oaae.................................................................................................................................... 2

Disciplinary Action -Violation of any of these policies, failure to report a violation, retaliation
against an employee who reports a violation, or a supervisor's failure to assure that employees
under his or her supervision comply with the Compass Program™ may result in disciplinary action.
See page.................................................................................................................................... 4

4

•
•

•
•
•
•

The distribution of the Compass Program™ booklet to all BCBSF
employees;
The signing of acknowledgments by employees stating that they
have received and reviewed the Compass Program™ booklet,
taken part in the Compass Program™ education and intend to
comply with their requirements;
The training sessions held on the Compass Program™ and
relevant related policies;
The reporting of suspected violations by employees;
Investigations of suspected violations; and
Disciplinary actions taken against employees for violations of the Compass Program™.

5. At least annually, to report to the Board of Directors with respect to the Committee's
meeting(s) with the Compliance Officer and with respect to the Compass Program™
generally.

D. PROPER USE OF THE COMPASS PROG RAM ™

An important aim of the Compass Program™ is to provide guidance to all employees on matters
of ethics and business conduct. The Compliance Office is available to answer questions, give
advice, address concerns and investigate allegations related to the meaning and application of the
Compass Program™.
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Unfortunately such a program is subject to abuse. From time to time, in the name of "ethics, "
an employee may attempt to harm or slander another employee through false accusations, malicious
rumors or other irresponsible actions. Such attempts, if proven, will be subject to discipline.

+

10

41

4778

Again, from time to time, an employee who exercises responsibility for upholding the standards
in the Compass Program™ may be threatened with reprisal by other employees including
management. Such reprisal is not only against company policy but, in some instances, is also a
violation of the law. Reprisal, if proven, will be subject to commensurate discipline.
E. SUBSIDIARIES

4354

The Compass Program™ shall apply to all BCBSF subsidiaries.

4

F.

POLITICAL ACTION COMMITTEES
The Compass Program™ shall apply to all BCBSF political action committees.

5049

12. Antitrust......................................................................................................................................... 15
a. Documentation of Health Care Practices................................................................................... 15
b. Specific Rules and Guidelines................ ................................................................................... 16
(1) Price-fixing......................................................................................................................... 16
(2) Market Allocation and Other Agreements Restraining Trade.............................................. 16
13. Advertising and Promotion of BCBSF Products and Services......................................................... 17
14. Contract Negotiation....................................................................................................................... 17
15. Fiduciary Breaches and Prohibited Transactions Under ERISA....................................................... 18
16. Recording and Reporting lnformation......... .................................................................................... 18
a. Reporting Information to the Government... .............................................................................. 18
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c. Computer Data and Programs................................................................................................... 19
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17. Political and Charitable Activity and Contributions.......................................................................... 19
a. Political Activity and Contributions............................................................................................ 19
b. Charitable Activity and Contributions ......................................................................................... 20
D. Policies Governing Work Environment and Employee Relations ............................. 21
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1. Safety, Health and Environmental Protection .................................................................................. 21
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a. Equal Employment Opportunities.............................................................................................. 21
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c. Prohibitions Against Discrimination and Harassment... ............................................................. 22
3. Information About Employees........................................................................................................ 22
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5. Weapons or Firearms...................................................................................................................... 23
6. Work-related Charges, Indictments or Convictions........................................................................ 23
7. Arrests on Company Property or While on Company Business...................................................... 24
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A. Background and Organization.............................................................................................. 25
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B. Compass Program Monitoring Responsibilities......................................................... 26
1.
2.
3.
4.
5.
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Training Programs.........................................................................................................................
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C. Role of the Business Conduct and Ethical Standards
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Dear Fellow Employees:

I am pleased to share with you this booklet on Blue Cross and Blue Shield of Florida's Compass
Program™. This program focuses on business conduct and ethics-in other words, the way we do
business. We call it the "Compass Program™ " because it is a navigational tool we can use to apply and
maintain the highest standards of ethical conduct in our business practices.

4354

BCBSF is committed to applying the values of honesty, integrity and fairness in all business
operations. And the implementation of the Compass Program™ is proof of our commitment. The
program is designed to educate all of us on the legal and ethical rules of accepted business practices,

5049

raise our awareness of questionable conduct, and provide us with ways to report suspected ethics
violations. Through the Compass Program™, you will gain the knowledge you need to make informed,

51 1 5

fair business decisions entrusted to you by the company.
fflj

94

Everyone has a responsibility to uphold our core values of honesty, integrity and fairness and to
apply them to their everyday work activities and responsibilities. When uncertain about the ethics of a

49

business decision, use the information in this booklet to guide you through the decision-making process.
Our obligation to comply with the Compass Program™ doesn't end with our individual business

481 4

activities. We have an equal responsibility to report any activities we believe to be unethical or counter
to our values. Without diligent application of our business values, we could find ourselves or the
481 4

company at risk for legal consequences.
We established several resources to help you raise concerns or report possible violations of our
business conduct policies. You may speak to your immediate supervisor, or members of the Human

5009

Resources Employee Relations Department, the Legal Affairs Division, or the Corporate Compliance
5088

4782

Office. A special telephone Helpline has also been created for employees to report violations. You can
access the Helpline by calling (904)791-6300 or 1 (800)333-9797, ext. 6300.
Please review, as I have, the Compass Program™ booklet and sign the tear-out certification form in
the back. If you have any questions about the Compass Program™, please speak with your supervisor

4025

or contact any other resources listed in this booklet.
Thank you for supporting the Compass Program™. Our company's continued success, and our

�i

futures, depend on your commitment and diligence.
Sincerely yours,
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• Immediate Supervisor - or any member of Management

I

• Human Resou rces Employee Relati ons Department, (904) 791 -81 69
• Legal Affa i rs D ivision, (904) 791 -8720
• Comp l iance Office , (904)791 -8744
• Compass Program ™ Helpline, 1 (800) 333-9797 , Extn . 6300
(Jacksonville employees dial 6300 from inter-office phones or dial 791-6300 from outside lines)
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Compass Program ™ Education
TGO
Topic:

Compass Program ™

Goal:

To gain common understanding of the Compass Program ™ and Executive
Staff's leadership role in implementation of the Program

Outline:
I.

Update on Compass Program TM
A.
B.
C.

Review Timeline
I nvestigations and Inquiries to date
Helpline

II.

Overview of Compass Program TM Meeting Leader's Guide

Ill.

Clarification of Executive Staff's Role in Implementation of the Compass
•:_: :
Program TM

.

A.
8.
C.

·- -· -·

Leadership in staff meetings
Making completion of Compass ™ education a priority for management.
Follow up with employees who have not completed Compass Program TM
education.

IV.

View Compass TM Video

V.

Reporting possible violations of the Compass Program ™ -- Members of Executive
Staff who become aware of possible violations of the Program should handle them
as they would have prior to implementation of the Compass Program TM unless they
involve employee fraud, improper payment or receipt of money or ·items of value,
or antitrust or environmental law. Those cases should be reported immediately to
the Compliance Office (Mary C. Wood, ph. 791-8744) .

VI.

Review Com pass TM Booklet

VII.

Questions and Answers

VIII.

Sign and return certifications

IX.

Complete Meeting Reaction Forms

X.

Adjourn

mcwtgocs.exs

ATTACHMENT 1

Compass Program rM Education

TGO
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Topic:

Compass Program ™

Goal:

To gain common understanding of the BCBSF Compass Program ™
and employee roles and responsibilities for success of the Program

Outline:
I.

Overview 'of Compass Program ™

II.

View Compass ™ Video

- Ill.

Discuss Compass ™ Video
A.

a ..

IV.

,Review video scenarios and "lessons learned�' from each.
Raise and discuss other possible scenarios and resolutions for each.

Review Compass ™ Booklet
A.
B.
C.
D.
E.

Letter from President and CEO
Table of Contents
Quick Reference Summaries
Contacts for the Compass Program ™
Certification

V.

Questions and Answers

VI.

Sign and return certifications

VII.

Complete Meeting Reaction Forms

VIII.

Adjourn
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COM M O N LY ASKE D QU ESTIONS AN D ANSWERS
COM PASS PROG RAM ™
G E N E RAL
1.

Why is BCBSF adopting the Compass Pro g ram ™ at this particular time?
The primary reason behind the 'C o m pass P ro g ram TM is B C BSF's lon g standing ,
deep com m itment to u pholding the valu es of h onesty , integrity and fairness and

com plying with the l aw . Recent chan ges i n the law h ave also made it p rudent for
com panies in the U n ited States to adopt com pliance programs like CompassTM .

In addition , th e Bl u e C ross and Blue S h ield Associ atio n now requ ires that its

member com panies h ave com pliance pro g rams.

2.

Does Com pass ™ apply to all BCBSF subsid iaries?
Yes . Compass TM applies to .all B C BS F su bsidiaries, including Health Options, I n c.
and Flo rida C o m bined Life, I nc.

3.

Why does B C BS F need the Com pass Program ™ ?
The prim ary reason o u r com pany n eeds the Compass P ro gram ™ is to make sure
that we, as e mployees, know and u nderstand the policies, l aws and regu lations
wh ich g overn our busi ness con du ct so th at we can m ake th e gecisions entrusted
to us by o u r com pany without exposing either o u rselves or o u r company to
un acceptable legal or busi ness risks or liability.

4.

Does Compass ™ apply to all employees?
Yes--incl u ding Office rs. It also applies to m e mbers of the Board of D i rectors.

5.

What should I d o when I have a question about t h e Co m pass Program ™ ?
Call, write o r make an appointment with your supervisor, any m ember of
m an agement, th e H u man Resou rces Em ployee Relation s Department, the

COM PASS P RO G RA M
Q& A-2

Legal Affairs Divisio n , o r the Compliance Office . The Com pass TM Helpline m ay
also be used for this pu rpose. Al l of these resources are listed o n the contact
cards you will receive today and on the back inside cover of you r Com pass
P rog ram TM Booklet.
6.

What s h o u ld I d o if I learn of a possible violatio n of the Com pass
Pro g ram ™ ?

You h ave an o blig atio n to report it to eithe r you r supervisor, any m ember of
m an ag e m e nt, the H u m an Reso u rces Em ployee Relations Departme nt, the Legal
Affairs Divisi o n , o r th e Co m pliance Office . If you are a m e m be r of m an ag em e nt,
the H u m an Resources Em p loyee Relatio ns Departme nt, or the Legal Affairs
Divisio n , and you beco m e aware of o r receive a report of a possible vio l ation of
the Compass P rog ram ™ , you should handle it in accordance with established
com pany policy un less it invo lves e m p loyee fraud , improper p ayment o r receipt of
m o n ey o r ite ms of_ val u e , antitrust law, o r environmental l aw, i n wh ich case you
must re port it to the Compliance Office (M ary Wood or S uzann e Horne) before
doing anyth ing fu rthe r .
7.

What reso u rces are available to h elp me learn abo ut t h e Com pass
P ro g ram ™ ?
S eve ral Resou rces are available, incl uding the Com pass P rog ram TM booklet, with
the q uick reference s u m m aries incl u de d in the front of the bookl et, the vi deo tape
which you saw tod ay (offer to sh are copies of the script, if n eeded) , and all of the
contacts listed on the inside back cover of the booklet.

Addition al m aterials,

tail o red to th e specifi c n eeds of the various fu nctional .areas of the Co� pany, may
be developed in the years ahead.

COMPASS PROGRAM
Q&A-3

8.

When wi l l we have Com pass ™ training again ?

We have n ot yet established a reg u lar schedule for retraining--but that is part of

o u r long-range plan .

We will-·· be studying the training process carefully to

determine whether ann ual retraining would be appropriate .
9.

H ow wi ll new employees learn abo ut the Compass P ro g ram ™ ?
New employees will receive their training during in-processin g .

1 0.

What wi ll h appen when a possible violatio n of the Compass Pro g ram ™ is
repo rted ?

The Compliance Office will co n du ct a tho rough review of available infor.mation and

11.

institute corrective actio n if a violatio n is found to have occurred.

What ass u rance d o l · h ave that if I report a possible violation of the Com pass
P ro g ram ™ , I wi l l n ot experience any reprisal?

Reprisal against a reporti ng e mployee is itself a violatio n of the program and m ust
be reporte d . The C o m pliance Office will take appropriate corrective actio n in such

situ ations.

P ROTECTION AN D U S E OF CO MPANY ASS ETS AND IN FO R MATION
1.

What should I d o if I th i n k that I o r o n e of my cowo rkers may h ave a conflict
of interest?

Contact any of the resources listed o n the inside back cover of the Com pass
Prog ramTM Booklet. You will be asked to fill out a Conflict of Interest D isclosu re

Statement form , an d , if a conflict of interest is found, take other corrective steps.

COMPASS PROGRA M
Q&A-4

2.

What if I o bserve a co-wo rker maki n g a sin g le perso nal photocopy on a
BCBS F copying mach ine? Do I have to rep o rt that?

Use of com pany pro perty , incl uding su pplies, for personal or non-busi ness

purposes is a violatio n of the Compass P rog ram ™ . Even s m all uses, such as th is

o ne , can add u p and cost the com pany a lot, in terms of b oth em ployee ti me and
money. O bvio usly, this type of issue is best dealt with directly with the employee

or his or her m an ager. Arrang ements m ay always be m ade to reimbu rse the

com pany for i n advertent or u n avoidable person al use of com pany assets.

Repeated instances of an employee m aking sin g le personal copies o r si n g le
:.:. :

.

instances of an employee m akin g a large n u m be r of person al co pies should be
3.

4.

reported in th e same m anner as any other Comp ass P ro g ram ™ violation.

May I g ive o ut the Company's 800 n u m ber to friends a n d fam i ly fo r personal
calls?
No.

M ay I receive personal calls d u ring wo rk h o u rs?
It is necessary and appro priate at ti mes to m ake or r�ceive person al _calls at wo rk.

Check with y o u r management fo r the specific work rules and- policies wh ich apply
5.

to your area.

M ay I u ti l ize com pany computers after h o u rs to com plete an assign ment fo r
co m pany approved college courses?

This issue should be addressed with you r manag e ment and follow specific wo rk
an d com puter security ru les which apply to your area. Yo u should not use n o n
com pany software u n less it has been properly cle ared (checked fo r viruses) by

yo u r m an agement o r C o mputer Security .

CO M PASS P R O G RA M
Q & A-5

wh ich I have d eveloped as a resu lt of my em ployment with BCBSF?
N o . Any software or other item develo ped by you fo r the com pany belongs to
BCBS F.

7.

May I sell G irl S cout coo kies o·r other items to benefit charities or non-profit
o rgan izations at wo rk? What about other items such as Mary Kay or Avon
cosmetics?
No. Al l of these exam ples violate BCBS F's policy on Solicitation and Distribution

of Literatu re , H u man Resources Policy 4 . 7 in the Hu man Reso urces Policy
Man u al .

{Note :

Com pany po licies may be copied and shared with any

em p loyees wh o req uest copies of the policies).

B US IN ESS R E LATIONSH IPS AN D T R ANSACTIONS
1.

What should I d o if a provider, su bscri ber, supplier o r other business contact
sends a g ift, such as a perishable food ite m , to me or my staff?
This will depend upon a variety of factors , including the value of the item and the

ci rcu mstances of the g ift. For exam ple , it is never appropriate to accept .aoy_ gift

wh ich is intended to i nfluence specific busi ness decisi o n (s) . Pro bably the best
resolution is to retu rn the g ift to the sender with a note of thanks, explaining

BCBS F's policy ag ainst accepting g ifts or g ratu ities from its ousi n ess associ ates.

If th is is n ot practical , th e item may be donated to a local ch arity or s hared with the

enti re staff. I n any event, the sender should always be notified of BC BS F's policy

and th e disposition of the ite m . B C BS F's policy does not pro h ibit th e acceptance

of g ifts of n o m inal or minor value which are of such a nature as to indicate that

they are merely tokens of respect or friendship and are not related to any particular
transaction or are customarily offered to others havi ng a sim i lar re lati o nship with
th e fi rm or indivi dual .

COMPASS PROGRAM
Q&A-6

2.

What if a provider or an association of p roviders offers to provide food,
transportation and lod g i n g to m e o r a member of my staff so that we can
p rovide train ing, i nfo rmatio n o r accomplish other leg itim ate b usiness away
fro m the BCBSF office?

· This type of offer should be decl in ed--it can create , or appear to create a conflict
of interest situati o n .

If there i s a legitimate, busi ness n eed t o m ake such a

busi r:,ess trip , it is a reim b u rsable business expense and s h ould be budgeted as

such . I nfrequent, m o derately p riced business m eals m ay be accepted, particularly

if B C BS F picks up the tab on alternate occasions. A meal at the expense of a

vendor for an entire BCBS F department or staff is pro bably inapproJ:friate . One
shou ld never accept anyth ing of valu e from a vendor i n a com petitive bid situation ,

o r when the item is intended to infl uence you r busin ess decision (s) . You should
caU any of th e contacts l isted in the b ack of y o u r Com pass T M booklet for help with

3.

specific situations.

What if a potential vend o r offers to pay fo r a "site visit" so that we can view
its p rod u cts/services in acti on?
Decline this offer.

4.

situatio n.

It also can create o r appear to create a conflict o f interest

M ay I offer entertainment to a p otential BCBS F customer?
customer is a federal, state, or local g overnment entity?

What i f the

I nfrequent, m oderately priced busi n ess meals are usually acceptable. H owever,
federal reg u lations p ro hibit H C FA e m p loyees from accepti n g anything over $5 in

valu e . Other ru les apply to person n e l from other govern ment ag encies. Flo rida
state and local officials can accept m eals and entertain ment up to a valu e of $ 1 00,

but b oth they and B C BS F m ust report (in the case of state officials--local repo rti ng

COM PASS PROGRA M
Q & A-7

requirem ents vary) any g ift h avi ng a value of $25 o r m o re . Because reg u lations
in th is area are com plex and change frequen tl y , it is a good idea to call the
C o mpliance Office o r the Legal f\ffairs Divisio n for h e l p with spe-cific situations.

5.

What if a customer or other business contact asks the company to sponsor
or co ntribute to a charity or charitable event?
Refer all such requests to Public Relati ons.

6.

What are the req uirements for com pany contracts?
All contracts must be reviewed and approved by the Legal Affairs Divisi o n , and

upon approval , be signed by an officer ( P resident and Vice P residents) of the

co m pany . Exceptions to this policy may be made o n ly with written approval by the
P resident.

7.

M ay the Com pany provide advertising/pro motional type gifts to customers
or potential customers?
Yes , but their value m ay not exceed $25 each . Gove rn ment person n e l m ay be

pro h ibited from receivi ng the m , or BCBS F might be req u i red to report such g ifts

to g overn m ent custo mers . Before offering anything of value to a gove rn m ent
e m ployee--whether state, local, o r federal, please check with the Legal Affairs
Divisi o n or the Compliance Office.

8.

What s h o u ld I do if I hear a d iscussion of p ricing at a trade association
m eeting when com petitors of BCBS F are p resent?
Leave i mmediately and state your reason for leavi n g .

9.

H ow should I h andle req uests f o r informatio n about B CBS F o r its business
from mem bers of the med ia?
Refer them to the P u blic Relations Division for a response .

COMPASS PROGRA M
Q & A- 8

1 O.

M ay political contributio n s be made by the Company? What should I do if
I get a req uest for a corpo rate p o litical contribution?
Fede ral law p ro h ibits C?rporate political contributions to federal political candidates.
Flo rida law p e rmits such con tributions to state and local candidates, but lim its the m
,,

t o $ 5 0 0 p e r electio n (for insurance com m issioner, insu rance companies m ay

contribute o n ly $ 1 0 0 per electi o n ) . All such requests should be forwarded to the
Legislative and G overn ment Relati o ns Divisi o n .

WO R K E NVI R O N M E NT AN D E M P LOYE E R E LATIONS
·1 .

What should I d o if I am h avi n g a prob lem getting alon g with · another
employee? S h o u ld I �al l the Co m pass ™ Helpline o r contact the Compliance
Office?
No. This is a m atter to take up with your m an agement or th e H u m an Resou rces

Em ployee Relati o ns Divisio n --u n l ess you believe that the other employee is

violating the law or com pany policy. · 1n that case , you m ight wish to contact the

Compliance Office , but it wou ld be equally acceptable to co ntact any of th e

2.

resou rces listed o n the inside back cover of the Compass P rog ram TM Booklet.

What should I do if I am arrested fo r DUI? Do I have to report that?

Yes, if the arrest for D U I is work-related, e . g . , you were arrested while o n

com pany busi ness, while d rivi n g a com pany vehicl e , o r y o u r j o b requires that you

reg u larly operate a veh icle o n com pany ti me. Reports m ust be m ade within five
(5) days to the Director of Em ployment/Em ployee Relati ons or, in the case of an

officer, to the Senior Vi ce P resi dent of H uman Resou rces.

A D M I N ISTRATION
1.

What is the dead line for p rovid i n g Com pass ™ traini ng fo r my staff?
April 30 , 1 99 5 .

COMPASS PROGRA M
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2.

What wil l h appen if I d o not complete the training o n time?

You r grou p's Seni o r Vice President will contact you_ to determ ine why the training

h as· not been com pleted and tq ensure that training is pro mptly scheduled and

3.

com pleted.

Am I requ i red to read the entire Com pass TM Booklet?

Al l members of m an ag ement are requ ired to read the enti re booklet. All other
e m ployees are enco u raged to read it and should beco m e tho ro u g h ly fam iliar with

4.

its contents .

W i l l m y reports/q u estion s relative t o the Com pass P ro g ram ™ b e kept
co nfidential?
Yo u r reports/question$ will be accorded a h ig h degree of confidentiality .

5.

M ay I make a n a n o nymous call to t h e Com pass TM Helpline o t a n ano nymous
rep o rt to the Co m pl iance Office?
Yes , you m ay . But please u nderstand that this precl u des any follow up with you
personally.

Anonymous reports are much h arder to investig ate because the

C o mpliance Office is u n able to contact you for additional informatio n o n critical

6. .

facts and docu m en ts.

Will the com pany p rosecute employees fo r fraud ?

Al l employees fou n d to h ave com mitted fraud will be disci plined and may be

referred to the app ro priate l aw enforcem ent agency . The decisio n to prosecute or

7.

n ot, however, m ay o n ly be m ade by the law e nforcement ag e n cy .
Is e mployee fraud g ro u nds for term inatio n ?

Yes . I t is always g ro u n ds for some form of discipline . The exact natu re o f the

corrective acti on will depend u pon the natu re of the violatio n and othe r factors
listed on page 29 of the C o m pass P ro g ram TM Booklet.

COM PASS PROGRA M
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8.

Wil l the company publicize cri m inal charg es resulting from co m pl ian ce
investigatio ns?

This decisio n will be m ade on a case by qase basis after conferring with the P u blic
Relatio n s D ivisi o n , th e Legal Affairs D ivisio n and Executive Staff, as appropriate.

Who wi l l be answering the Com passT M Helpli ne?

9.

The Helpline will be answere� with a recorded m essage. The m essages will be

retrieved o n a reg ular basis by the Complian ce Office . The m essages will be

treated with a high degree of confidentiality.
1 O.

If a call is p laced to the Helpline, can the caller cal l back to fol low�.u p o n the
status of h is or her call?
. Yes--the caller m ay leave a m essage o n the H elpline o r contact the Com plian ce
Office directly.

11.

Who wil l investigate the allegations m ade th ro ug h the Com pass TM Helpline?

The C o m plian ce Officer is responsi ble for conducting investigatio n s . She m ay
seek the assistan ce of any n u m ber of resou rces, including but n ot limited to the

Legal Affairs Divisi o n , The I nternal Audit Divisi o n , Hu man Resou rces Em ployee
Relati o ns D ivisio n , The Special Investigations U n it or the M edicare Fraud Branch .
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(Jacksonvi lle employees dial 6300 from inter-office phones or dial 791 -6300 from outside lines.)
1 2 1 89- 1 294 PS

5009
4782

I m med iate Supervisor - or any member of Management
H u man Resou rces Employee Relations Department, (904)791 -81 69
Legal Affai rs Division, (904)791 -8720
Compl iance Office, (904)791 -87 44
Com pass Prog ram Helpline, 1 (800) 333-9797, Extn. 6300

5088

4031
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